102.0.00

102.1.00

102.1.01

102.1.02

NONDISCRIMINATION

Effective Date: October 1, 1999

Revised Date:

Authority: 34 CFR § §361;; Sectlon 504 of Tthe_Rehabilitation Actu 29
U.S.C. § 794

POLICY:

The Georgia Vocational Rehabilitation A g e n cVgcatimnal Rehabilitation
Program (GVRA) shall administer and conduct its vocational rehabilitation
program activities without regard to age, gender, race, color, creed or
national origin.

GVRA shall administer and conduct all programs without discrimination on

1021.02—the basis of or type of disability. No individual with a disability shall be

102.1.03

102.1.03

102.1.04

102.1.05

excluded from participation in, be denied the benefits of, or otherwise be
subiectedtodiscriminatlon under GVRA because
prOV|deros 4 / jsa

During all parts of the vocational rehabilitation process, appropriate

modes of communication shall be used to enable a person with a disability
to comprehend and respond to information that is being communicated.
This includes translational, interpretive, reader services, and those

services required for individuals with limited English proficiency.




102.1.06

102.1.07




104.0.00 POLICY EXCEPTION CRITERIA
Effective Date: January 15, 2005
Revised Date: November 1, 2017

104.1.00 POLICY:

104.1.01 An exception to a policy under this manual may be granted for a specific
|l ndi vi dual pur pose of mewdationa t h at I ndi
rehabilitation requirements necessary for the individual to obtain their
employment goal.

for the purpose of meetrghabftaionhat 1 ndi vi d
egutrements—++—the reguirements are ne

104-1.04104.1.02 A policy exception shall only be granted if the request meets the
criteria listed below:

A. Needs-oftheindividualll is Necessary: The exception to policy must
be necessary because of the unique needs of the individual. Fhe

to—the partieuvtar—i+ndividualods servi

fiad durat be abl I e g I

B. Legality It is Legal: The granting of the policy exception will not
violate any federal or state law or regulation.

C. Itis within the fintent of the policy: Granting the exception will not
violate the intent of the given policy for which the exception is being

requested. (Example—Policyrequires-that there be-evidence-inthe
il 1 individual ¥ inine bef I




D. It is Ffairress and equityable: The granting of the exception will not
violate fairness to other individuals. (Example—Peolicy-execeptions




106.0.00 AUTHORIZED REPRESENTATIVE
Effective Date: October 1, 1999
Revised Date: November 1, 2017
Authority: 29 U.S.C. §Seetion 100(a)(3)(F) of the Act;-29 U.S.C. § 720

106.1.00 POLICY:

106.1.01 An repertable-individualfapphcant/client{individuall-may be assisted by an

authorized representative. Such representative must be designated in
writing. When GVRA possesses documentary evidence of the identity and
authority of the authorized representative, GVRA staff shall communicate

with and provide information to the authorized representative in the same
manner as with the individual. in-orderto-communicate-with-\/Rstaff-

106.1.02

106.-1.03106.1.02  The parent(s) of an individual who is a-miner{e-under the age of
eighteen years}s h a |l | be presumed to be the indi
representative, unless parental rights have been terminated, as
documented by a eertified copy of the court order.

106.1.03 The legal quardian of an individual shall be presumed to be the
i ndi v iadhorezdd éepresentative. A copy of the court order assigning
quardianship shall be evidence of legal quardianship.

106.1.04 When an individual purports to act as a reportable




106.1.04

106.1.05

106.1.06

106.1.05

To revoke the authority of an authorized representative, other than the
parent of a minor or a guardian, an individual may either sign the bottom

portion of a GVRA release form or provide other written notice to GVRA.

Z



108.0.00

108.1.00

108.1.01

108.1.02

108.1.03

CLIENT ASSISTANCE PROGRAM
Effective Date: October 1, 1999
Revised Date: November 1, 2017
Authority: 34 CFR & 370

POLICY:

GVRA staff shall advise each repertable individual/apphcanticlient or
authorized representative-{individual-where-appropriate; of the availability

of services of the Client Assistance Program (CAP).

GVRA staff shall be authorized -shareto share information regarding an
individual with CAP staff-afterstaff after the individual-where-appropriate;
has authorized that communication by providing written consent to GVRA
to share such information.

GVRA staff shall inform each individual of the availability of CAP:

A. Atthe time the Pre-ETS release is received;

B. Atthe time of the application by-preovidingVR's-Client-Services

Hapdboo oo bne nomeapn e
C. Atthe time the Individualized Plan for Employment (IPE) is signed

by giving the client a signed copy of the plan;
D. Atthe time of any IPE amendment;

E. Atthe time of case closure. using/R's-Netice-of Changeform;



110.0.00 PROTECTION,-AND USE, AND RELEASE OF
ARPPLICANT/CHENTFINDIVIDUAL INFORMATION

Effective Date: October 1, 1999
Revised Date:

Authority: 34 CER § 361.38; O.C.G.A § 49-9-1634-CFR-36138;-0-C-G-A
49016

110.1.00 POLICY:

110.1.01 GVRA shall hold confidential any information developed, purchased, or
provided to the Agency regarding any individual seeking services.

110.1.02 Personal information in the possession of GVRA shall be used only for
purposes directly connected with the administration of the program.

110-1:04110.1.03  All apphieants;-elients;individuals, authorized representatives of
apphecants-orclients, and, as appropriate, service providers, cooperating
agencies and interested persons shall be informed of the confidentiality of
personal information and the conditions for accessing and releasing this
information.




110.1.08110.1.04  All applicants-individuals and/or their representatives shall be given

110.1.05

110.1.06

information concerning the protection, use and release of personal
information;-centained-within-the-Client Services-Handbook-to inform them
about GVRA's need to collect personal information and the policies
governing its use, including:

A. Explanation of the principal purpose for which GVRA intends to use
or release the information;

B. Explanation of whether the information is mandatory or voluntary
and the effects of not providing requested information to GVRA,

C. Identification of those situations in which GVRA requires or does not
require informed written consent of the individual before information
may be released; and

D. Identification of other agencies to which information is routinely
released.

All individuals shall be informed of their right to request removal or
amendment of misleading or inaccurate information from their case file.
Any request shall be made in writing and shall include a justification for
why the information should be removed or amended. The Policy Unit shall
review the request and provide written notice of the decision.

Confidential information shall be made available to an individual or other
designated authorized person/entity when the individual has provided
GVRA with informed written consent for the release. Informed written
consent must:

A. Be in a language that the individual or authorized representative
understands;

B. Be signed and dated by the individual or authorized representative;

C. Include an expiration date;




D._Be specific in designating GVRA with the authorization to disclose
information;

E. Be specific as to the nature of the information that may be released;

F._Be specific in designating the parties to whom the information may
be released; and,

G. Be specific as to the purpose(s) for which the released information
may be used.

110.1.07 Upon receipt of the written consent of an individual or their authorized
representative, GVRA shall release confidential information regarding that
individual except in the following circumstances:

A. Any information deemed harmful to the individual by GVRA
shall not be released directly to the individual but must be
provided to the individual through a third party chosen by the
individual or a court appointed representative; or,

B. If personal information has been obtained from another
agency or organization, it may be released only by, or under
the conditions established by, the other agency or

organization.

110.1.08 GVRA may release confidential information, with or without the consent of
individual:

A. To protect an individual or others when the individual poses a threat
to their safety or the safety of others;

B. In response to law enforcement investigations except when
expressly prohibited by federal or state laws or regulations:; or

C. In response to a judicial order. A judicial order includes any
subpoena signed by a judge, clerk of the court, or other authorized
judicial officer.

110.1.09 GVRA may release non-identifiable confidential information, with or
without the consent of




individuals for audit, evaluation, and research purposes.

A. Requests for information to be used for audit, evaluation and
research must be routed through the Policy Unit and approved by
GVRA Leadership. Program employees shall require appropriate
identification and authorization prior to releasing any information to
such a request.

B. Personal information may be released to an organization, agency,

or individual engaged in an approved audit, evaluation, or research
only for purposes directly connected with the administration of the
rehabilitation program, or for purposes which would significantly
improve the quality of life for individuals with disabilities, and only if
the organization, agency, or individual assures that:

1. The information shall be used only for purposes for which it is
being provided:;

2. The information shall be released only to persons officially
connected with the audit, evaluation or research;

3. The information shall not be released to the involved
individual,

4. The information shall be managed in a manner to safequard
confidentiality; and

5. The final product shall not reveal any personal identifying
information without the informed written consent of the
involved individual, or their authorized representative.

110.1.10 Leqgal consultation shall be sought in any instance when a request to
accessani n di v iredoudais masle by anyone that does not have
Written consent from the individual or

representative to receive such information.




110.1.10
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116.0.00 SECURHY-ANDDESTRUCHONOFCASEFRILES RECORDS RETENTION

Effective Date: October 1, 1999
Revised Date: May 15, 2018
Authority: 34 CFR §361.38; O.C.G.A. 8§ 50-18-102; GVRA Policy 2.1.3,

Records Management Policy.34-CFR361.38

116.1.00

116.1.01

116.1.02

116.1.03

POLICY:

GVRA staff shall exercise care to protect active and stored case files from
the possibility of loss or destruction.

Direct access to an individual's case file shall be limited to GVRA staff on
a need-to-know basis;-unlessbasis unless access has been

administratively authorized. Access to case files shall be limited to GVRA
staff who are authorized to have rights in the electronic case management

system.

GVRA shall retain and dispose of official records in accordance with
approved retention schedules. GVRA staff shall follow the record
retention schedules maintained by the Georgia Office of the Secretary of
State as well as the agency specific retention schedule.







118.0.00 EMPLOYEE CONFLICT OF INTEREST
Effective Date: October 1, 1999
Revised Date: July 1, 2020
Authority: O.C.G.A. 8845-10-1 et seq.; Executive Order 04.01.21.57, Code
of Ethics; GVRA Policy 7.1.4, Standards of Conduct and Ethics in

Government 6-G-:G-A-45-10-1etseg-

118.1.00 POLICY:

118.1.01 GVRA staff shall follow and conduct themselves in accordance with the
agency Ethics Policy.

418-4.64118.1.02 Conflict of interest shall be avoided in the delivery of services to
persons with disabilities.

118-1.02118.1.03 No employee of GVRA shall participate in any way in the
determinatione of-eligibility or authorizatione of any service to their
family member or partner-or exert any influence whatsoever over the
VR employee making determination and/or authorization.

418.1.03118.1.04 No employee of GVRA shall refer an applicant/chent-individual
of the V\R-Program to a provider who is a relative, family member or
partner of the employee for service of any type without supervisory

leadership approval.

418.1.04118.1.05 As-an-agentof-VR;-rNo employee of GVRA shall advance an
appheantiehientindividual any personal funds. Reimbursement of personal
funds shall not be allowed.

1418-1.05118.1.06  No employee of GVRA shall hire an applicant/elientindividual whose
services may be directly influenced by the employee.

418-1.06118.1.07 Each employee of GVVRA shall maintain a professional
relationship with applicants/clients.

418-1.67118.1.08 No GVRA employee shall exploit an applicant/client or their
property for the employee's own profit or advantage.

418-4.68118.1.09 Relatives, family members, or partners of GVRA employees
who beeceme-apphcantsapply for GVRA services shall be served in the




most appropriate office that avoids a conflict of interest or the appearance
of a conflict of interest. a-different-office-thanthe-one-in-which-the

employee works.

118.1.10 Active clients who are approved providers for GVRA may work with other
active clients who require their services in order to go to work. Active
clients who are providers should not be served in a district in which they
provide services and should be served in the most appropriate office that
avoids a conflict of interest or appearance of a conflict of interest.

118.1.11 A conflict of interest may exist in situations where only the appearance of
impropriety exists-



120.0.00

120. 1.00

120.1.01

CASEFILE RECORD OF SERVICE REQUIREMENTS
Effective Date: October 1, 1999

Revised Date: July 1, 2020

Authority: 34 CFR 88 361.38, 361.47

POLICY:

GVRA must maintain a record of services for each individual in the

electronic case management system that includes, to the extent pertinent,

the following information and/or documentation as required by the timely

processing and individual development of the case:

A._Application;

B.

|©

|©

[m

n

Authorization for release of information:;

All correspondence concerning rehabilitation services;

Rationale with supporting documentation for any exceptions to

policy;

. Documentation relating to the availability and use of comparable

benefits;

F._Ifanindividual has been determined eligible for GVRA services,

T

J.

documentation supporting that determination;

. If anindividual requires trial work experiences to determine eligibility,

documentation supporting the need for, the plan relating to, the
assessments conducted and the ninety (90) day reviews of the trial
work experiences;

H. Documentation supporting an ineligible determination of an

individual, even if the individual is receiving services under an
Individualized Plan for Employment;

Documentation supporting the assignment of a priority category and
a separately captioned case note including the assignment and
rationale, the functional capacities and primary services with their
expected duration;

The Individualized Plan for Employment, annual reviews and all

K.

amendments;

Documentation describing the extent to which the individual




exercised informed choice during, if appropriate, the provision of
assessment services, the development of the Individualized Plan for
Employment with respect to the selection of the specific employment
outcome, the employment setting, the specific services needed to
achieve the employment outcome, the entity to provide the services,
the settings in which the services will be provided, and the method to
procure the services;

I~

Rationale or justification for all services provided;

=

Documents concerning any action or decision resulting from a
request by an individual for a review of determination made by an
employee, including informal administrative review and fair hearing
information;

=

If an individual is referred to another program via information and
referral, documentation of the nature and scope of services provided
by VR to the individual and on the referral itself;

|©

If an individual requests that information they consider to be
misleading or inaccurate be removed from or amended,
documentation of the request and resulting action. Ifit is decided no
information will be removed or amended, any written rebuttal from
the individual shall be entered into the file;

|©

Documentation of justification for closing a case based on reasons
other than eligibility;

Q. If an individual achieves an employment outcome in which the
individual is compensated in accordance with section 14(c) of the
Fair Labor Standards Act or an indiyv
extended employment on the basis that the individual is unable to
achieve competitive integrated employment, or through informed
choice, the individual chooses to remain in extended employment,
documentation of the results of the semi-annual and annual reviews,
the individual 6s input i nto those re
acknowledgement of those reviews;

R._If an individual obtains competitive employment, verification that the
individual is compensated at or above the minimum wage and that
the individual 6s wage and | evel of b
customarily paid by the employer for the same or similar work
performed by non-disabled individuals; and,

S. I f an i ncdse is dloded sutcéssfully, documentation that
demonstrates the services provided under the Individualized Plan for
Employment contributed to the achievement of the employment
outcome, the employment outcome has been achieved, the




employment outcome has been maintained, and a satisfactory

outcome.










122.0.00 COMPARABLE SERVICES AND BENEFITS
Effective Date: October 1, 2002
Revised Date:
Authority: 34 CFR § 361.53, 34 CFR § 361.61; O.C.G.A. § 49-9-13

122.1.00 POLICY:

122.1.01 Prior to providing any veeationralrehabilitatiorGVRA service to an
individual, the-ceunseloerit shall be determined whether-if comparable
services and benefits are available, unless such a determination would
interrupt or significantly delay: a-planned-service-orcause-extreme-medical

A. The progress of the individual toward achieving the eempetitive
integrated employment outcome identified in the Individualized Plan
for Employment (IPE)-in-a-significant-way; or

B. Animmediate job placement; or

C. The provision of a GVRA neeessary services to any individual who
is determined to be at extreme medical risk, based on medical
evidence provided by an appropriate and qualified medical
professional. Referto-122.1.02

122.1.02 If comparable services or benefits exist under any other program and are
available to the individual at the time needed to ensure the progress of the
individual toward achieving the employment outcome inthei ndi vi dual 6s
IPE, GVRA must use those comparable services or benefits to meet, in
whole or part, the cost of GVRA services.

If comparable services or benefits exist under any other program but are
not available at the time needed to ensure the progress of the individual
toward achieving the employment outcome specified in the IPE, GVRA
must provide GVRA services until those comparable services and benefits
become available.

If a comparable benefit for a service is made available to an individual in-
state, but the individual chooses not to accept the benefit or chooses to
participate in services out of state, GVRA support for that service will be
limited to the same level of support GVRA would have provided had the
individual accepted the benefit and/or remained in-state.




Prior to the authorization of VR funds, the counselor shall have written
documentation in the case file from the program whose comparable
services and benefits are being sought that the client has applied for any
comparable services and benefits appropriate to their vocational
rehabilitation program. Any comparable services and benefits that are
determined available to the individual, shall be utilized and so documented
in the case file. All applicable comparable benefits for which the client has
been approved must be subtracted from the total cost of services prior to
providing GVRA6 s ma x i mum alMaxkiomwwnedbweble fees .
should not result in an overpayment to the client.

The following services do not require that the client apply for comparable
services and benefits:

A. Assessment for determining eligibility and identifying vocational
rehabilitation needs;

B. Vocational counseling and guidance, including information and
support services to assist an individual in exercising informed
choice;

C. Referral and other services to secure needed services from other
agencies;

D. Job related services including job search and placement, job
retention services, placement follow-up services, and follow-along
services;

E. Assistive work technology, including telecommunications, sensory
and other technological aids and devices;

F. _Information and Referral services to secure needed vocational
services.

EG. Post-employment services




122106122105 Comparable services and benefits to
program shall be listed on the IPE. Should a comparable benefit develop
after IPE development, a case note entry shall be made and the benefit
fully utilized.







124.0.00 EXPENDITURE OF FUNDS/GENERAL
Effective Date: October 1, 1999
Revised Date: January 16, 2018

41.00124.1.00 POLICY:

14.64124.1.01 Prior to authorizing a service, the counselor shall ensure that the
service is appropriate, reasonable, necessary for the employment goal to
be met, and provided in the most cost-effectivecost-effective manner.

124.1.02 GVRA shall not pay for services incurred by an individual for which GVRA
has not issued a prior written authorization.

414.62124.1.03 A written authorization shall be issued either before, or at the
same time as, the beginning date of the service. —When—the—A&l—and

law. In any emergency siuation in which verbal authorization is given, a
written authorization shall be forwarded on the same date the verbal
authorization is given.

. g L . VR | T icon and i

11.04124.1.04 An authorization shall comply with GVRA6 s approved scheq
of fees.; when-suchfeeispublished—Fees must be reasonable and shall

be based on market prices for comparable services, Medicaid fees, or

state-public post-secondary-schoolHee-schedulesPell Grant fee schedules
for post- secondary tralnlng Reqaes%s—feﬁe&e%mdes—epe*eepﬂmqs—shau

124.1.05 A fee override or policy exception may be granted for an individual for the
pur pose of meeting the individual 6s uni
necessary for the individual 6s movement




124.1.06 For emergency purposes and at the discretion of leadership, GVRA may
maintain an imprest account to pay for certain services.

41.09124.1.07 GVRA shall not approve payment nor make payment for any
service until appropriate written documentation has been received that
demonstrates the service was provided to the individual.




| el e i roauired.oe lease.

124.1.8 No GVRA funds shall be authorized or expended:_

A._on any case that moves into Service status or above
following the effective closing date of a priority category
when the classification of the case puts it in a closed priority
category.-Referto-218-0-00

B. On any case in referral status;

C._on any case in interrupted status; or,

124.1.8 D. Beyond those necessary for diagnosis and assessment, on
any case in which physical and/or mental restoration or training
services are anticipated, unless and until the clinical status of the
disability if stable or slowly progressive, as indicated by the
prognosis of the specialistdéds examin

124.1.9 GVRA staff shall recover overpayments that have been made by the

organization which are more than an individual is eligible for and is
received by, or on behalf of, that client. An overpayment includes, but is
not limited to:

A. A payment made that should not have been made;

B. A payment for an ineligible client;

C._Any payment for an ineligible service(s);

|©

Any duplicate payment;

|m

A payment for service(s) not received; or

|T

A payment for excess service(s).




124.1.10 If an individual receives an overpayment for any service(s), the individual
must immediately refund GVRA or agree to refund GVRA through a
payment plan. The individual shall refund or repay GVRA when the
following circumstances apply:

A. The individual receives financial assistance from comparable
benefits for services already paid for by GVRA; or
B._The individual has not utilized GVRA funds for the purpose they
were intended.
124.1.11 Until the individual refunds GVRA the full amount of the overpayment,
services shall be suspended and no additional services will be authorized.

s+ghr—t+het+r—aetval—hHame—+ather than s
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134.0.00 TFRANSFER/CASE TRANSFER
Effective Date: October 1, 2001
Revised Date: January 16, 2018

134.1.00 POLICY:

134.1.01 An individual shall be served in the most efficient and effective manner
possible for the individual while taking into account the administrative needs

of GVRA.

134.1.02 A case may be transferred from one counselor to another to facilitate
services to the client or to satisfy VR administrative needs.




app+roved—by the ecounselords I mmedi ate s




136.0.00 DUE PROCESS/GENERAL
Effective Date: October 1, 1999
Revised Date: July 1, 2020
Authority: 34 CFR 8§ 361.57; O.C.G.A. 849-9-13; O.C.G.A. 8§ 50-13-1, et
- Seclern B2 e oHre A 20 L S C 5 7200y ancdlimslementing
reguiations

136.1.00 POLICY:

136.1.01  Anindividual, or their authorized representative, who is dissatisfied with any
determination made by GVRA concerning the provision or denial of VR
services may request a review of such determination.

Such review may be conducted through:

A. Informal Resolution
B. Mediation;

C. Administrative review; or
D.

Fair Hearing

136.1.02 A request for review of a determination by GVRA must be made by an
individual to their counselor in a form provided by GVRA or in the
i ndividual 6s preferred method of communi
days of the date of the written notice of the determination, unless otherwise
extended by mutual written agreement between GVRA and the individual
requesting review. Prior to submitting a formal request for review using the
form provided, the individual should first seek to resolve their dissatisfaction
directly with their counselor.

136.1.03 The individual must include the following in their request for review:

A. The name, address, and telephone number of the individual (and
the individual representative if one is designated), and

B. A concise statement about the determination made by the VR staff
for which the individual is dissatisfied and a proposed remedy
sought by the individual.

136.1.04 GVRA will provide all individuals written notice of:




136.1.05

136.1.06

136.1.07

|>

The name and address of the GVRA staff member to whom the
request for review of a determination may be filed;

|oo

The right to seek resolution through an administrative review and
mediation prior to a fair hearing before an impartial hearing officer;

|©

The right to a fair hearing before an impartial hearing officer if the
individual is dissatisfied with any determination made by the
Agency that affects the provision of VR Services; and

|©

The availability of the Client Assistance Program (CAP) to assist
the individual during the administrative review, mediation or fair
hearing before an impartial hearing officer.

The notice must be provided to all individuals:

A. At the time the individual applies for VR services;

B. At the time the individual is assigned to a cateqgory in the Order of
Selection, if established:;

|©

At the time of the Individual Plan for Employment (IPE) is
developed; and

|©

Whenever VR services for an individual are reduced, suspended, or
terminated.

GVRA cannot suspend, reduce, or terminate VR services being provided
to an individual until an impartial hearing officer issues a final
determination on the individual 6s
the pendency of the appeal include those being provided for evaluation
and assessment of the individual, for the development of an IPE, and as
planned under an existing IPE. As long as the individual remains
available, these services will continue until the final resolution of the issue
has been reached, unless:

A. The individual or their authorized representative requests that
services under dispute be suspended, reduced, or terminated:; or

B. GVRA has evidence that the services have been obtained through
misrepresentation, fraud, collusion, or criminal conduct on the part
of the individual or their authorized representative.

The first step in resolving disputes should be an attempt to achieve
informal resolution of the matter between the individual and their

appea



counselor. Efforts for informal resolution should take place prior to the

individual submitting a formal request for review using the form provided

by GVRA, to facilitate timely and effic
concerns and appeals, GVRA encourages all parties to seek the

resolution of disagreements at the lowest appropriate level and earliest

stage possible. Most disputed issues can be quickly resolved through

direct, verbal communication between the individual and their counselor.

136.1.08 If an individual feels that they are unable to resolve a dispute over the
provision of services directly with their counselor, the issue may be
escalated tothe ¢ 0 u n s eslipervisdrgor additional discussion. If no
resolution occurs, the issue may be further escalated up the chain of
command to the District Manager.

136.1.09 At any point, including if the individual determines that no resolution may
be reached through informal discussions, the individual may exercise
his/her right for more formal review, including an administrative review,
mediation, or review at a fair hearing.

136.1.10 Informal resolution efforts may occur prior to or after the filing of a request
for more formal review. Efforts to informally resolve disputes after filing a
request will not extend the deadline for an individual to have their matter
resolved at a fair hearing unless otherwise agreed to in writing by both the
individual and GVRA.

136.1.11 At any time during the period between requesting a review and the fair
hearing, an individual may request to resolve the matter through mediation
with GVRA regarding the dispute by submitting a request to their
counselor. Both the individual and GVRA must be in agreement to
proceed to mediation.

136.1.12 A gualified and impartial mediator will be selected in accordance with the
procedures established by the State of Georgia for assigning
mediators. Mediations will be scheduled in a timely fashion. The
individual, or their authorized representative, shall be permitted to present
documentation or other relevant evidence at the mediation. If the parties
reach a resolution, the mediator will draft an agreement and send copies
to the individual and GVRA. Both parties must sign the agreement, and a
copy of the agreement will be placed in




136.1.13 At any point during mediation, either party or the mediator may elect to
terminate the mediation process. If mediation is terminated, the individual
may proceed to a hearing or withdraw his/her hearing request.

136.1.14 Any discussion that occurs during the mediation process is considered
confidential and may not be used as evidence in any subsequent due
process hearing or civil proceeding. However, this confidentiality does not
apply to any mediation agreement resulting from the mediation and
executed by both parties.

136.1.15 If efforts to informally resolve a dispute are not successful, an individual
dissatisfied with a determination made by GVRA may submit a request for
the matter to be heard through an administrative review. Upon receipt of a
timely request for review in accordance with Section 2 above, GVRA shall
forward the matter to the GVRA Policy and Compliance Unit to conduct an
administrative review.

136.1.16 The individual seeking review may present documentation or other
relevant information at the administrative review.

136.1.17 GVRA shall issue a written response within fifteen (15) calendar days of
ani_n di v iredquest for@dministrative review. The reviewer shall issue
a written decision to the individual with a copy being placed in the
individual 6s case file.

136.1.18 Following the administrative review conducted under this policy, GVRA
shall provide the individual requesting review ten (10) calendar days upon
the date of the of the written response from the reviewer to request that
the matter be continued at a fair hearing.

136.1.19 An Administrative Law Judge (ALJ) selected by the Georgia Office of
State Administrative Hearings (OSAH) will preside over all fair hearings.

136.1.20 Upon receipt of a request from an individual to continue to a fair hearing,
GVRA will file a petition for hearing with OSAH in a timely manner in
accordance with the Georgia Administrative Procedures Act, O.C.G.A. 8
50-13-1 | et seqg (AAPAO) and federal aut hor |

136.1.21 A fair hearing before an ALJ shall be held within the timeframe set forth in
the APA and in accordance with federal requlations, unless the individual
and GVRA have resolved the dispute prior to that period or the individual
and GVRA have agreed to a specific extension of time.

136.1.22 The individual has the right to be represented by an attorney and present
evidence at the fair hearing. The hearing shall be conducted in
accordance with the APA and federal requlations under 34 CFR 8 361.57.




The ALJ will base his/her decision on the evidence presented in the

record, applicable law and requlations, the approved state plan, and the

GVRA Client Services Policy Manual. GVRA will insert a copy of the

decision issued by the ALJ into the ind

136.1.23 The ruling of an ALJ is considered final and the determination of the ALJ
shall be carried out upon release of the written decision. However, each
party has a right to request judicial review of the decision. The party
requesting judicial review will bear the expense of the review. Ifthe AL J 6 s
ruling is overturned on judicial review, services will be modified to match

the finding of the higher court.
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202.0.00 REFERRAL
Effective Date: October 1, 1999
Revised Date: July 1, 2020

Authority: 34 CER § 361.41Werkferce-lnnovation-and-Opportunity-Act
(WIOA)

202.1.00 POLICY:

202.1.01 An individual can be referred for vocational rehabilitation services
by multiple sources, including but not limited to, a state agency,
employer, community rehabilitation provider, center for
independent living, medical professional, educational professional,
individual, or self-referral.




204.0.00 APPLICATION
Effective Date: October 1, 2001
Revised Date:
Authority: 34 CFR 8§ 361.41

204.1.00 POLICY:

204.1.01 An application is deemed submitted on the date which an individual or an
i ndi vidual 6s authorized representative

1. Has completed and signed a GVRA application form, a common
intake application form in a one-stop-center requesting VR services,
or has otherwise provided GVRA with the minimum referral
information and requested vocational rehabilitation services;

2. Has provided information necessary to initiate an assessment to
determine eligibility and priority for services; and

3. _|s available to complete the assessment process.

204-1-02 An individual must be available to participate in their determination of
eligibility, comprehensive needs assessment and planned services in the
state of Georgia in order to be considered for services from GVRA. No
residency requirement shall be imposed which excludes from services any
individual who is present in the state.

204.1.03 An individual who is not a U.S. citizen who has an alleged disability and
has the right to work may apply for services. An individual who is not a
U.S. citizen must provide an appropriate employment authorization
document as identified on Form 1-9 by the United States Citizenship and




Immigration Services prior to a determination of eligibility.
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212.0.00

212.1.00

212.1.01

TRIAL WORK EXPERIENCE
Effective Date: July 1, 2017
Revised Date:

Authority: 34 CFR § 361.42(e)

POLICY:

Prior to any determination that an individual with a disability is unable to

benefit from vocational rehabilitation services in terms of an employment
outcome because of the severity of t hat
individual is ineligible for vocational rehabilitation services, GVRA must

conduct an exploration of the 1 ndividua
capacity to perform in realistic work situations through trial work
experience.

212.1.02

212.1.03

A written trial work experience plan must be developed to assess
periodically the individualés abilities
in competitive integrated work situations through trial work experiences,

which must be provided in competitive integrated settings to the maximum

extent possible, consistent with the informed choice and rehabilitation

needs of the individual.

232:1304212.1.03 A trial work experience must:




A. Be sufficiently varied and over a sufficient period of time (up-te-6
menths)not to exceed six (6) months, to determine eligibility or
ineligibility;

B. Be approved by the assigned supervisor {decument-in-case-notes);

C. Include appropriate support services sueh including, but not limited
to, as-assistive work technology devices;and personal assistance
services;-ete— to accommodate the rehabilitation needs of the
individual during a trial work experience. Appropriate support
services must be funded by vocational rehabilitation at no cost to

- which-mustbefunded-by-vecational rehabilitation-at
no-costto-the-client-Maintenance (transportation—clothing,ete}

may be provided as needed; and

D. Ata minimum, be reviewed with the elient individual after completion
of each trial work experience to eva
perform the work.

212.1.04 An.individual is determined eligible after a trial work experience when there
is sufficient evidence to conclude that the individual can benefit from the
provision of vocational rehabilitation services in terms of an employment
outcome

212.1.04 An individual is determined ineligible after a trial work experience when
there is clear and convincing evidence that, due to the severity of the
individual's disability, the individual is incapable of benefitting from the
provision of vocational rehabilitation services in terms of an employment
outcome.




214.0.00 DETERMINATION OF ELIGIBILITY
Effective Date: October 1, 1999
Revised Date: July 1, 2020
Authority: 34 CFR 88 361.41, 361.42; 29 U.S.C. 8 705(2)

214.1.00 POLICY:

214.1.01

214.1.02

appticantdbs —capabittity—to-—benefit fr

234.1.03214.1.01 The basic eligibility criteria are:

A, Theapphcanthas-aphysicalormentalimpairment.

by GVRA that the application has a physical or mental impairment

B. Thei ) ) e i I il ;
emploeyment: A determination by GVRA thatthea p p | i phgsicdl 6 s
or mental impairment constitutes or results in a substantial
impediment to employment for the applicant; and

C. The individual witl licabil . onal rehabilitati
ithve i - A determination by GVRA that
the applicant requires vocational rehabilitation services to prepare
for, secure, retain, advance in or regain employment that is
consistent with the individual s uni
priorities, concerns, abilities, capabilities, interests, and informed
choice. For the purpose of an assessment for determining eligibility
and vocational rehabilitation needs under this part, an individual is
presumed to have a goal of an employment outcome.




214.1.02

214.1.03

214.1.04

planning—See-Glossary-Benefits Planning It is presumed that an applicant

who meets the eligibility criteria above can benefit from vocational
rehabilitation services in terms of a competitive inteqrated employment
outcome.

An eligibility determination must be made within sixty (60) days of the date
of application unless exceptional and unforeseen circumstances beyond
the control of GVRA preclude making an eligibility determination within
that timeframe and the applicant and GVRA agree to a specific extension
of time as documented and justified in the case file.

Sources of information that may be used to substantiate a physical or
mental impairment and related limitation caused by the impairment

include:

A. Existing records from qualified facilities or practitioners familiar with




214.1.05

214.1.06

214.1.07

B.

diagnosing or treating the impairment(s) in question, especially
practitioners or facilities that are currently treating the applicant.
This would include records from gualified medical personnel,
mental health or developmental disability programs, substance
abuse treatment clinics, and individually licensed practitioners
operating within their legal scopes of practice.

Special Education records, including an Individualized Education

|©

Plan (IEP) which identifies the impairment.

V e t e rAamirdisgation disability benefits records that identify the

|©

disability.

Counselor observation of a readily visible anatomical impairment

such as amputation, deformity, or muscle wasting associated with
paralysis.

Verification of current eligibility for Social Security Disability

Insurance (SSDI), Supplemental Security Income (SSI)

If it is determined that existing information does not describe the current

functioning of the applicant or are unavailable, insufficient, or inappropriate

to make an eligibility determination, diagnostic assessments and/or

evaluations may be obtained to determine whether an applicant meets the

basic eligibility criteria.

An applicant determined to be eligible through verification of SSI or SSDI

shall:

A.

Be considered to be an individual with a significant disability;

B.

Be presumed to be eligible for vocational rehabilitation services

C.

provided that the individual intends to achieve a competitive
integrated employment outcome; and

Receive benefits planning.

A determination of eligibility for vocational rehabilitation services shall be

made by a qualified individual employed by GVRA and the determination

shall be documented in the case file.




214.1.08

When a determination is made, the individual must be informed using their
preferred mode of communication.







216.0.00

216.1.01

216.1.02

DETERMINATION OF INELIGIBILITY

Effective Date: October 1, 2001

Revised Date: May 15, 2018

Authority: 34 CFR 88 361.43 and .44; 29 U.S.C 88 709(c) and 722(a)(5),(c)

When it has been determined by the-ceunselerGVRA that an individual does

not meet one of the basic eligibility criteria—(Refer—to—214.-1.03), the
counselorGVRA shall certify in writing, and supplement through the

Il ndi vidual 6s pr ef er r e dthatnthedneividoal is mob mmu n i ¢
eligible for vocational rehabilitation services from the-GVRA Pregram by

issuing a Determination of Ineligibility.

216-1-03216.1.02 An ineligibility decision based on

216.1.03

216.1.04

disability shall only be made after it has been demonstrated by-clearand
convineing-evidence-that the individual is incapable of benefiting from

services in terms of a competitive integrated employment outcome

t hrough the exploration of the individu
capcacity to perform trial work experiences. The decision shall be based

on the results of trial work experiences. Suech-clearand-convincing

evidence shall be based on the results of trial work experiences, except in

The reason and justification for the ineligibility decision shall be consistent
with GVRA policy and case file documentation.




216-1.05216.1.04 Theoclepninetonotbre gl brona e cocostonad and chall

and-the-counselor—Referto-310-1.02E An individual whose case is closed
for a reason of ineligibility due to inability to benefit from services shall be
provided with a description of services available from the Client
Assistance Program and with information on how to contact that program.
The individual shall be referred, as appropriate, to an independent living
program_and to any other training or employment-related programs that
are part of the one-stop service delivery system under the Workforce
Innovation and Opportunity Act.




requested by the individual, or, if appropriate, by thei ndi vi dual 0s



217.0.00 PRIORITY CATEGORY ASSIGNMENT
Effective Date:
Authority: 34 CFR 361.36

217.1.00 POLICY:

217.1.01 GVRA staff shall assess all individuals who are determined eligible for
vocational rehabilitation services to determine their functional limitations
and will then assign individuals to one (1) of three (3) priority cateqories.

A. Priority Category 1 (Individual with a Most Significant Disability): An
eligible individual shall be classified in this category if he/she has
been determined by GVRA to be an individual who has:

1. Limitations in 3 or more functional capacities in terms of a
competitive integrated employment outcome; and

2. Requires multiple VR services over an extended period of
time.

B. Priority Category 2 (Individual with a Significant Disability): An
eligible individual shall be classified in this category if he/she has
been determined by GVRA to be an individual who has/is:

1. Limitations in 1 or more functional capacities in terms of a
competitive integrated employment outcome; and

2. Requires multiple VR services over an extended period of
time.

C. Priority Category 3 (Individual with a Disability): All other eligible
individuals.

217.1.02 Priority category assignment will determine the order in which an
individual will be served when an Order of Selection is imposed.




218.0.00 ORDER OF SELECTION
Effective Date: October 1, 2001
Revised Date: January 13, 2021
Authority: 34 CFR & -361.36

218.1.00 POLICY:

2181.00—

218.1.01 The GVRA Executive Director shall impose an Order of Selection (O0OS)
in the event that fiscal and personnel resources are projected to be
inadequate to meet the service needs for all individuals.

218.1.02 When determining eligibility for vocational rehabilitation services- GVRA
wi || assign and document an individual 6
whether GVRA is operating under an OOS.

218.1.03 When operating under an OOS, GVRA will serve individuals according to
their priority cateqory assignment.

218.1.04 Ifani n d i v iagsignad pfosity category is closed upon determination of
eligibility, then the individual will be placed on a Statewide Wait List. The
individual on the Statewide Wait List can be served once their priority
category is opened, when the OOS is lifted, or when additional resources
become available as determined by the GVRA Executive Director.

218.1.05 GVRA shall release individuals from the Statewide Wait List by their
priority category and then by application date.

218.1.06 Exceptions to Placement on the Statewide Wait List:

A. Students who began Pre-ETS prior to being determined eligible and
placed on the Statewide Wait List may continue to receive Pre-ETS
services, regardless of their priority cateqgory.

B._Individuals who have begun to receive services under an
Individualized Plan for Employment (IPE), prior to the effective date
of the Statewide Wait List, shall continue to receive services
regardless of their priority category.

C. Individuals who are in open priority categories.

218.1.07 An OOS shall end when the GVRA Executive Director determines that
adequate resources are available to provide services to all individuals who
meet the eligibility criteria.










to—determine—whether they meet—the crit
signifiecant disabilities. o




218.2.00




302.0.00 COMPREHENSIVE NEEDS ASSESSMENT
Effective Date: October 1, 1999
Revised Date:
Authority: 34 CFR 8§ 361.45; 29 U.S.C. 88 705 and 722

302.1.00 POLICY:

302.1.01 As-seen-as-a-After a determination has been made that a person with
a disability is eligible for services and assigned to an open priority
category, a comprehensive needs assessment shall be conducted as
part of the Individualized Plan for Employment (IPE) development
process. The purpose of the comprehensive needs assessment is to
determine the employment goal, objectives, and the nature and
scope of vocational rehabilitation services to be included in the IPE.

No-monetary-limits-based-solely-on-the-anticipated-cost of- the

302.1.02 The vocational comprehensive needs assessment shall address the
individual 6s unique strengths, resource
abilities, capabilities and informed choice, andthe c | i emedicéal s
prognosis.

362-1.62302.1.03 The assessment may include, as appropriate in each
case:

A. An initial review of existing data gathered during the referral,
application, and qualifying process, which may be sufficient in
some cases to develop the IPE; and/or

B. Additional assessments and/or evaluations when existing
information has been determined to be insufficient.

202108 —Alseeoss e cnn L e ol b b conprenlor o el o

jointly-identify-goals-objectives-and-servicesthat-need-to-be

302.1.04 When appropriate, assistive work technology services shall be
provided, to the extent necessary, to determine if assistive work




technol ogy would increase the iIindividua

successfully perform in the work environment. -assess-the-petential

fordovnsaineden cnnnajies oodon pelonshnl e sep oo e e e

302.1.05

302.1.06

302.1.07

302.1.08




ratuv+ratlt—suwvpports—is—vital—to—uwunderstandi ng th










308.0.00

308.1.00

308.1.01

308.1.02

308.1.03

308.1.04

INDIVIDUALIZED PLAN FOR EMPLOYMENT
Effective Date: October 1, 2001

Revised Date: July 1, 2020

Authority: 34 CFR 88 361.45, 361.46

POLICY:

An Individualized Plan for Employment (IPE) must be developed, agreed
upon, and signed by the eligible individual or; the as-appropriatethat

i ndi vi dual oepresantativé and G2 etek-counseler as soon as
possible, but not later than ninety (90) days after the date of determination
of eligibility, unless GVRAthe-eeunselor and the eligible individual agree to
the extension of that deadline and to a specific date by which the IPE must
be completed. This agreement must be discussed with the individual,

documented, JUStIerd in the case file. —anel—th&ehg+ble4ndwlelﬂal—and

The IPE shall be designed to assist the individual in achieving an
employment goal that is consistent with his or her unique strengths,
resources, priorities, concerns, abilities, capabilities, interests and
informed choice.

The IPE shall be developed and implemented in a manner that affords the
eligible client the opportunity to exercise informed choice in the selection

Of fsorpollvr slocpeoc o slor o oo

A. A competitive integrated employment outcome;

A-B.  The specific vocational services to be provided under the IPE;
B.C.  The providers of the vocational rehabilitation services; and

C.D. The means or methods that will be used to procure the
services.

Prior to the development of an IPE; the individualelient or their authorized
representative-shall be provided ;-ir-writing-and-in-an-appropriate-mode-of
communication; information related to the development of their IPE. Refer
e 00



308.1.05 Prior to the completion of the IPE, the counselor shall staff high cost and
Lol it o cor.

308.1.06308.1.05 A copy of the IPE, all amendments, and appropriate attachments
shall be provided to the client or their authorized representative. in-writing

308.1.07308.1.06  The ehgible individual, or their authorized representative, and
GVRAthe-counselor shall review the IPE as often as necessary, but at
least annually.

308.1.08308.1.07  For a qualified student in a secondary school, the IPE must be
developed and signed before the student transitions from school to the
community. The studentds | PE must be coordina
individualized education program (IEP) or 504 service, as applicable, for
the student in terms of the goals, objectives, and services identified in the
education program.

308.1.08 An IPE will include the following:

A. _Employment goal: A specific employment goal consistent
with competitive integrated employment.

B._Objectives: Objective(s) of an employment outcome and
intermediate objectives that support the achievement of the
employment goal.

|©

Services: Service(s) necessary to complete each plan
objective. The service(s) shall be provided in the most
integrated setting that is appropriate. Services identified on
the IPE shall not be initiated until the IPE is approved and
signed by GVRA and the individual or their authorized
representative.

D. _Individual Responsibility: For each objectivethei ndi vi dual 6s
responsibilities for the realization of that objective.




E. Evaluation Criteria: Evaluation criteria for how the individual will
measure their progress toward that objective.

F. Estimated date of completion: An estimated date for the successful
completion of the employment plan.

G. Informed Choice: Verification by the individual either by writing
comments of involvement on the IPE or by initialing the informed
choice statement on the IPE form.
H. Signatures: The signature of a designated GVRA staff
member and the individual or individ
representative.

Post-employment services: As necessary, statements
concerning:

1. The expected need for post-employment services
prior to closing the record of services of an
individual who has achieved an employment
outcome;

2. A description of the terms and conditions for the
provision of any post-employment services; and

3. _If appropriate, a statement of how post-
employment services will be provided or
arranged through other entities.

308.1.09 Individualized Plan for Employment (IPE) content:
















310.0.00 INDIVIDUALIZED PLAN FOR EMPLOYMENT AMENDMENT-AND
ANNUAL REVAEW
Effective Date: October 1, 1999

Revised Date: May 15, 2018
Authority: 34 88 361.45, 361.46

310.1.00 POLICY:

310.1.01 The Individualized Plan for Employment (IPE) can shall-be revised; as

Annual—Rewew—FeFm An IPE amendment shall be developed using the

same options available for developing the IPE. Allrequirementsforthe

310.1.02 The |PEndividuatized-RPlanforEmployment must be amended whente:

A. Changinge the employment goal,

B- Adding or removinge an objective;

€. Adding or removinge a service; or

310.1.03 Any revisions or amendments to the |PEpregram shall not take effect until

agreed to and signed by the individual with-a-disabiity or—as-appropriate;
their e-+—eauthorized representative, and GV RAthe-counselor.

310.1.04 A copy of all amendments and appropriate attachments shall be provided

to the client or thelr—as—apppepna%e—hls—epheit authorlzed representatlve 5

310.1.05 Additions:



310.1.06 Removals:



310.1.08 Client-Comments:




310.1.09 Signature:




312.0.00 ANNUAL REVIEW OF INDIVIDUALIZED PLAN FOR EMPLOYMENT:
Effective Date: January 1, 2024
Authority: 34 8 361.45

310.1.10 POLICY:

310.1.10

312.1.01

A A client, with whom an IPE has been developed, shall have their IPE reviewed as
often as necessary, but at least annually to:;

A. Determine progress toward objectives;

B. Identify if an objective or service has been completed or
deleted; and

C. If necessary, jointly redevelop and agree to its terms.

312.1.02

E A copy of each program review, in accessible format to the maximum extent
possible, shall be given to the client after it has been signed and dated. The original
shall be retained in the case file.

310.1.11 B







402.0.00 SERVICES/GENERAL
Effective Date: October 1, 2001
Revised Date:

402.1.00 POLICY:

402.1.01 GVRA may provide these services necessary to assist an individual with a
disability in meeting the entry-level requirements of theire+—+-ent 0 s

employment goal. Relere-ClossansPrimary-Servcesand-Supoorive
Services.

402.1.02 In order for services to be provided or authorized by GVRA, such services
mustshall be deemed both appropriate and reasonable. Referto-Glossary:

402.1.03

402.1.04 If services which require that financial need criteria be met are being

4062.1.65402.1.03 Services may be provided only by approved providers or
vendors and, where applicable, only by providers and vendors who have
met the prowder stapdardsandtho standards in the Provider Gwdellnes
Manual i :

4021.07402.1.04 Once employment has been achieved, purchased services

Purchased-servicesprovided-in-Employed-status shall be temporary in

nature and for the purpose of job stabilization. If the service is not
expected to enable the elient individual to be self-sustaining, the service
shall not be initiated.



402.1.68402.1.05 All services shall be provided in the most integrated setting
appropriate for the individual 6s needs.

402.1.06

402410 Service{s} may be suspended or terminated for elientindividuals
who fail to comply with policy{ies} and/ or agreed to responsibilities for the

provision of the service(s). (Referto-Cite(s)-136-1.02:-136.1.03)
















408.0.00 COMMUNITY WORK ADJUSTMENT
Effective Date: October 1, 1999
Revised Date:

408.1.00 POLICY:

408.1.01 Community Work adjustment takes place at a work site that is integrated
into the community. Instruction_and/ feedback areis provided by a
supervisor to assist the elientindividual in developing or re-establishing
acceptable work habits and behaviors in order to obtain and/or retain
competitive integrated employment.

408.1.02

408.1.03

408.1.04

408-1-05408.1.02 CWAT placement of individuals under the age of 18 is restricted

to non- hazardous occupations. Referto-Glossary—HazardousWerk-Site




408.1.08408.1.03 An individual participating in CWAT may-beprovided-fora-client
forup-to-forty{40)-heursperweekshall be paid no less than minimum
_agg exeep%when%elenﬁ&enre%d—wmeeend&wedue&ﬂen—ﬂrehem

408.1.6 GVRA may sponsor CWAT for an ehentindividual for a period of time that
meets the ¢lientindividuald s needs, not to exceed the

A. For an individual in CWAT twenty (20) hours per week or less, the
duration of this training shall be limited to one hundred and twenty
(120) authorized training days including absences, unless an
extension is approved to meet the individualized needs of the

|nd|V|duaI byJehe—supeF\AseH&meepﬂwndeHa#zedﬂeed&eﬁhe

B. For an individual in CWAT for more than twenty (20) and up to forty
(40) hours per week, the duration of this training shall be limited to
sixty (60) authorized training days including absences, unless an
extension is approved by-the-superviserto meet the individualized

needs of the elientindividual. Appreval-by-the-supervisormustbe
doeumentedin-the-casefile-



408.1.7

408.1.8

408.1.9

408.1.10






410.0.00 COUNSELING AND GUIDANCE
Effective Date: October 1, 1999
Revised Date:

410.1.00 POLICY:

410.1.01 Counseling and guidance shall be provided for an individual by GVRA
throughout their vocational rehabilitation program of services.

410.1.02 Counseling and guidance can either be planned or non-planned.

410.1.03 Planned counseling shall be listed on the Individualized Plan for
Employment (IPE), IPE amendment, and/or IPE annual review as a specific
service designed to acheile a stated objective and must address specific
capacities limited by the impairment(s) and/or related factor(s) identified in
~ Non-planned Counseling and Guidance:

4101.02410.1.04 Non-planned counseling and guidance is general in nature and

are those activities which take place throughout the vocational
rehabilitation process when GVRA is involved in routine dialogue with the
individual. Non-planned counseling and guidance is not reflected on the
IPE, IPE amendment or IPE annual review.







412.0.00

412.1.00

412.1.01

412.1.02

412.1.03

EMPLOYMENT: BUSINESS ENTERPRISE PROGRAM
Effective Date: October 1, 1999 Randelph-Sheppard-Act

Revised Date:

Authority: Randolph Sheppard Act 6:G-.G-A-49-9-3{4)-&(5)

POLICY:

GVRA may only provide for the establishment and management of a
vending facility under the Randolph Sheppard Act as a small business
enterprise.

Any vending facility established and operated within the Business Enterprise
Programby-VR shall be subject to the laws, regulations, and policies
governing the Program's-Business Enterprises Program.

Referrals for consideration as a vending facility operator are made to the
training coordinator of the Business Enterprises Program.




414.0.00 EMPLOYMENT: SELF-EMPLOYMENT
Effective Date: October 1, 1999
Revised Date: May 15, 2018

414.1.00 POLICY:

434.1.62414.1.01 Self-employment is a viable business venture initiated and

operated by the elientindividual where that individual performs, supervises

or sub-contracts the product or service to be produced. The business

must be wholly owned by the R elientindividual. Self-employment shall be
consistent with the consumerés strength
abilities, capabilities, and interests.

434.1.03414.1.02 GVRA may authorize a supply of expendable stock(s) and/or
supplies, including tools and equipment, which are necessary to the
attainment of the self- employment business. All authorizations shall be
appropriate and reasonable. Referto-124.2.01and-124-2.02.

434.1.064414.1.03 Initial stocks and supplies include those items necessary to the
establishment of the new business enterprise during the initial
establishment period, which may not extend beyond six months. No
authorization for any operation costs of the business shall extend beyond
six months. Completion of projected start-up expenses and budget for the
initial six months of operation shall be madedene before expenditures on
the business are made.

414-1.05414.1.04 The following services may be provided, if required, but are not
included in the cost of allowable start-up business expenses:

A. Training;

B. Business plan development;

C. Adaptive technology/equipment;
D. Disability related modifications.

434.1.06414.1.05 A self-employment business approved for support by GVRA
must be a viable business and expected to make a profit and contribute
significantly to the individual's household income. The anticipated outcome




is that the business proceeds will be the primary source of income once
the business is established.

This expectation shall be assessed and verified prior to approval of the provision of
self-employment services.

414-1-07414.1.06 A Self-Employment Review Team, consisting of 3 to 5 members
appointed by GVRA Leadership, shall provide consultation to the
counselor regarding potential self-employment cases, assessment of
ehentindividuals and an objective and final review of the business plan with
recommendations to the counselor. A Release of Information form shall be
obtained from the elientindividual prior to discussions with selected
supports outside of GVRA. Referte-112.0.00-

414-1.08414.1.07 GVRA may support two levels of self-employment businesses,
one level with support up to $3000 and the second level with support over
$3000 and up to $10,000. GVRA Leadership may approve expenditures
considered as appropriate and reasonable beyond either of the

established levels. This-approvalshallhe-documented-inthe-case file:

434.1.69414.1.08 For businesses requiring up to $3,000 in support, a brief

business plan shall be completed by the elientindividual for review by
GVRA staff and, when appropriate, the Self- Employment Review Team.
Normally an elientindividual will already have necessary work skills for the
business and may require short term training in areas such as

bookkeeplng and tax requwements éeme—e*ammes—ef—thﬁ—type—ef—se#—

414.1.10 For businesses requiring over $3,000 and up to $10,000 in support, a full
business plan shall be completed by the elentindividual for review by
GVRA staff. The elientindividual will be required to work with an approved
provider while developing the business plan, and a formal critique of their
plan by the provider must be submitted to GVRA. In addition, the
ehentindividual shall present their business proposal to the Self-
Employment Review Team. These businesses often require funding in
addition to GVRA support and the ehentindividuald s cont Théesbut i on.
Clientindividuals require business management skills in addition to skills

required to perform business tasks. Ferexampleapersenwho-is-a-chef



414.1.11

414.1.12

414.1.13

The ehentindividual shall be responsible for contributing a minimum of
25% of the start- up cost of the business. This contribution shall be either
in-kind or financial through provision of actual funding. Examples of in-kind
contributions includethei ndi vi dual 6s providing
business or equipment they already own. Funding contributions may be
obtained through a variety of resources including the elientindividuald s

assets, family contributions, grants or loans. Resources that are specific to
individuals with disabilities such as PASS Plans_and; Credit Able,
e-t—amay also be available.

Self-Employment services may be authorized only to GVRA approved

providers based on approved GVRA fees. An agreement between the

GVRA Program and the provider shall be in place prior to the initiation of

any services. Referto-the Provider Guidelines-Manualforself-employment
. . | .

Self-Employment Comprehensive Needs Assessment

The counselor shall utilize an assessment process to assist in determining

if self-employment is an appropriate job match as well as to look at the
chentindividuald s needs, strengths, related
This process shall include:

A. Two phases of formalized assessments specific to self-employment:

1.—Phase | is an assessment, by both the elientindividual and
GVRA staff, of the individual's capabilities and potential for
operating a business. Thesefient r e p rtestseanlei a |
administered either via the Internet or in paper form. Fhey

censistotrho-fellowing:

a)—h i mo

Loedlobloneonas e Doocc e Do o o Dol

fact
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. Continue with Pl ned appropr

2. Phase Il consists of the elientindividuald sompletion of
information on the feasibility of their business, as well as
monthly personal and living expenses. They consist of the
following:

a) Business Feasibility Worksheet: The purpose of this
worksheet is for the elientindividual to provide and clarify
business plan details to the GVRA counselor and/or Self-
Employment Review Team. The 25% clientindividual
contribution shall be identified at this time; and

b) Monthly Personal and Living Expenses Worksheet: The
purpose of this worksheet is to determine how much
income the elientindividual must have in order to pay their
routine personal and living expenses.

B. e asesees snnle o0 oopin s nn e
GB. Consideration of the following:

1. Thei ndi v adlty to sutain themselves in the occupation;
and

2. The work required; and
3. The likelihood of success; and
4. Available support from approved providers; and

5. Thei n d i v iqubliitiods snd/or training and the likelihood
of them being successful in any required training; and

6. Any transferable skills; and
7. The local economy.

B-C. Findings from preliminary labor market information research
provided by the Employment Specialist and/or designated GVRA
staff on local business needs and trends.

414.1.14 GVRA and Provider Collaboration



If the counselor and ehientindividual agree to continue with the self-
employment process following completion of the self-employment
comprehensive needs assessments, steps-414-1.13; referral and
coordination shall be initiated by the counselor to an approved provider for
the following services:

A. Training courses on starting and managing a business, business
planning, loan opportunities, etc. Training, as appropriate, may be
provided as assessment and/or as a planned service;

B. Business Plan development assistance; and
C. Business Plan written critique with recommendations.
414.1.15 Self-Employment Business Plans
A written business plan is required for all self-employment cases:

A. A B rBusgness P | ashall be completed for businesses requiring
up to $3,000 from GVRA. The fi B r Business P | apacket shall be
submitted to the counselor by the elientindividual and consists of the
following four (4) documents:

1. Business Feasibility Worksheet;

2. Monthly Personal and Living Expenses Worksheet;
3. Business Operations Start-up Expenses Worksheet; and

4. Projected Monthly Cash Flow Worksheet (12 Months).

B. AFul | BRUl sai nnoebesstmgpletéd for businesses requesting
over $3,000 and up to $10,000 from GVRA. The #AFul | Busin
Pl ano packet shall be submitted to t

ehentindividual and consists of the four (4) worksheets listed above
in Part A, and the following elements:

1. Description of the Proposed Business: The elientindividual
shall have a detailed description of how the business will be
set up, the products and/or services offered, the business
location, who the customers will be and why they will patronize
the business;



2. Market Research: The ehentindividual must demonstrate that
they know the market and has expertise in this business. This
shall include a discussion of the target, the barriers to entry
into the market and the size and location of the market. Facts
about local demographics and market research should be
presented to support the estimate of potential consumers. All
research must be documented and factual;

3. Sales Plans: The elientindividual shall discuss their sales
plans and methods. This should include pricing strategy,
cost/benefit analysis and alternatives. The advertising plan
shall describe the methods to be used to promote the products
or services in the target market;

4. Management: The elientindividual shall describe their interest
and experience in proposed business, including education,
work history, personal contacts, skills and knowledge. A
description of how the ehentindividual will manage the
company and its operations shall be stated. Also,
management supports and related costs shall be given. It is
recommended that mentors, advisors and consultants, both
formal and informal, be identified as supports for the business;

5. Financial Information and Concise Revenue Projections:

a) Revenue projections must show the projected monthly
and annualized revenue and operational expenses for
three (3) years. The cost of production must be
addressed. This includes facility, supplies, salaries,
license(s), taxes, insurance, shipping, transportation and
utilities. Include the cost per unit;

b) There must be a start-up balance sheet, a list of start-up
equipment and services and a breakout of what will be
provided by the elientindividual, by other sources, and by
GVRA;

c) Description of the amount currently available for
investment, the amount of funding sought and how that
money would be used. Loan re-payment must be
included in the projected income/expense statements;



d) Description of the method of bookkeeping.

6. Competition: The elentindividual must identify competitors in
their market area. The discussion should include the difference
between their product/service and their competitors, as well as
why their business would be preferred over the competitors;

7. Risk analysis: An analysis of the risks of the business should
be completed; discuss strengths, weaknesses, opportunities
and threats to the business;

8. Business License: Verify what is required to obtain a business
license and that the business will comply with city, county,
state, and federal codes and ordinances and that the individual
will be eligible to apply and obtain the license;

9. Supporting Documents to be attached when applicable:

a) List of identified vendors (may require verification from
vendors/suppliers of their participation), which may
include bookkeeper, tax consultant, etc.;

b) Items requested to be paid by GVRA and their cost;

c) Items and resources that the consumer will contribute to
the plan;

d) Credit Report;
e) A copy of the last two years federal tax return;
f) Specifications of products;
g) Advertising materials.
414.1.16 Self-Employment Determination

The counselor shall determine whether or not to support the
ehientindividual in self- employment based on the following:

A. Comprehensive Needs Assessment Findings; and

B. Written Business Plan containing all necessary elements; and,
when applicable



414.1.17

414.1.18

C. Provider feedback and Business Critique; and

D. Regional Self-Employment Review Team recommendations.

Required Steps Following Self-Employment Approval The counselor shall
ensure that:

A. The elientindividual obtains a business license and/or permits as

required to operate the business. GVRA may authorize the
purchase of an initial business license but not renewals; and

The elientindividual obtains a lease and/or building permits. If a
business property (other than the home) is used, the elentindividual
shall provide proof of the property availability or lease agreement in
the elientindividuald s n a mé&VRArshal not authorize the
deposit, lease, or purchase of any building; and

C. Any physical modifications to the business property, as

recommended by AWT staff, are only those required to make the
property accessible to the ehentindividual. If the elientindividual
does not own the property, written permission must be obtained
from the owner of the property prior to modifying the property. This
permission shall be placed in the case file.

requirements shall be followed:

A.

B.

Self-employment is not an employment goal itself, but a method of
achieving competitive integrated employment. The IPE may contain
several phases, depending on the needs of the ehentindividual;

An IPE or IPE Amendment with self-employment as a means to
achieve employment may be written only after a Business Plan is
approved by the counselor;

C. The IPE or IPE Amendment including self-employment should

D.

encompass a plan to provide the supports, technical assistance and
resources necessary to launch, develop, and/or sustain the
business;

The IPE or Plan Amendment must include a clear statement of the
role and responsibilities of the elientindividual, and of the nature and



extent of GVRA support and participation (timelines, dollar
amounts, specific goals and services) as well as the types and
amounts of the ehentindividuald s i nvest ment ;

E. There must be clear criteria for measuring progress, including
monthly reports of business income and expenses;

F. The employment goal shall be consistent with the approved
business plan. and-shalHdentified-as-a-specificjob-title-listed-in-the

414.1.19 Self-Employment Business Documentation and Case Progress

A. Once the business has begun operation, follow-up shall occur for a
minimum of ninety (90) days to access business gains and future
stabilization.

B. The case may be placed in Employed status after start-up
expenditures have been finalized.

C. The counselor shall verify monthly business income and business
expenses through written reports submitted by the elentindividual.
A business profit results when business income exceeds business
expenses.

414.1.20 Employment Outcomes

Self-employment outcomes shall be based on a business profit or a salary
the elientindividual assigns themhimfherself from the business.

A. The case shall be considered successfully rehabilitated after-

1.  Fihe elientindividual demonstrates their ability to average
a business profit or a salary over a period of ninety (90) days-,
e

2.—ANetice-of Change-shallbeissued-whenthis-has-occurred;
and



3. The case shall be closed thirty (30) days subsequent to the

B. There are two options for self-employment case closure-as-felews:

1. Case may be closed in competitive integrated employment if
the elientindividual is averaging a business profit or salary over
a ninety (90) day period at a rate equal to or above minimum
wage. This is the anticipated outcome to be reached; or

2. Case may-still be closed in competitive integrated employment
if eientindividual is averaging a business profit or salary over a
ninety (90) day period at a rate less than minimum wage. In
these cases, the counselor shall ensure that the

chentindividuald s wor k i s progressing sati ¢
is warranted. All-eriteriafound-atcites 504-1-.01-and 504.1.06
shall-be-met.

414.1.21 Disallowed Self-Employment Services

A. GVRA shall not provide funding or be involved in assisting an
chentindividualdé s pl an f or :

1. Businesses that are speculative in nature, such as investments
in real estate, etc.

2. Businesses organized as non-profit;

3. Businesses organized as hobbies, i.e., any business that is not
organized to make money or a profit;

4. Refinancing of existing debt; or
5. Businesses that may violate community morality.
B. GVRA shall not authorize the following services:

1. Purchase of any type of motorized vehicle used on public
roadways, or provision of any transportation support or
assistance to get to and from the designated place of business
or to render services related to the business. Motorized
vehicles may include the following: automobile, truck, van,



scooter, airplane, boat, other powered vehicle, or trailer that
requires title and/or licensing by the state. Referto-402.1-11

Payment of deposits and continuation of payments for any
utilities associated with the self-employment venture such as
electricity, gas, telephone, Internet service, water, waste
collection, etc.



416.0.00 EMPLOYMENT: SUPPORTED EMPLOYMENT
Effective Date: November 1, 2017
Authority: 34 CFR § 363

416.1.00 POLICY:

416.1.01 Supported employment is competitive integrated employment, including
customized employment, or employment in an integrated work setting in
which an individual with a most significant disability, including a youth with
a most significant disability, is working on a short-term basis toward
competitive integrated employment that is individualized, and customized,
consistent with the unique strengths, abilities, interests, and informed
choice of the individual, including with ongoing support services for
individuals with the most significant disabilities.

416.1.02

Supported Employment shall be authorized for Individuals with the most significant
disabilities for whom competitive integrated employment has not traditionally
occurred or for whom competitive integrated employment has been
interrupted or intermittent as a result of a most significant disability and:

A._Individuals, because of the nature and severity of their disabilities,
need intensive supported employment services and extended
services in order to enter and retain competitive integrated
employment; or

B._Youth with the most significant disabilities that need extended
services and expanded supported employment opportunities for up
to four (4) years or up to their twenty-fifth (25) birthday.

416.1.03

4l oo Supported employment is based on a model of job placement
followed by extensive job training and on-going supports.-H-may-be-authorized-for:




416.1.02

416.1.03416.1.04  The maximum period for Supported Employment services shall be
twenty-four (24) months following placement on a supported work site. This
time frame can be extended if it is determined and documented on the
Individualized Plan for Employment that additional time is necessary in order
for the elientindividual to achieve job stability prior to transition to extended
services.




416-105

Determination of Services

A.

B.

Thei ndi vi dual 6s case file shalsl
wie—e-Comprebensive-Neods-Assessment which shows that
Supported Employment is the appropriate service necessary to
achieve the agreed upon employment rehabilitation goal and is
consistent with the strengths, resources, priorities, concerns,

abilities, capabilities, interests and informed choice of the individual.

GVRA Staff shall determine appropriate Supported Employment
services in conjunction with the elientindividual, the Supported
Employment provider, and other interested parties.

The counselor shall determine the appropriate supported employment
model for the individual based on the disability and complexity of support
needs. GVRA recognizes three supported employment models. {Referte
416.2.02)

A
B.

C.

Traditional Supported Employment (FSE}
Customized Supported Employment {€SE)

Individual Placement and Supports (RS}

Ongoing support services shall include and consist of:Supperted
| I : lentificat

|>

An assessment of employment stability and provision and

|

coordination of specific services at or away from the worksite that
are needed to maintain stability.

At a minimum, twice monthly monitoring at the worksite of each

|©

individual in supported employment, or if under specific
circumstances, especially at the request of the individual, the
individualized plan for employment provides for off-site monitoring.

Any assessment supplementary to the comprehensive needs

|©

assessment.

The provision of skilled Job Trainers/Coaches who accompany the

individual for intensive job skill or social skill training on or off the
worksite.

cont a



lu

Reqular observation or supervision of the individual.

Arranging for the provision of extended services.

|

|©

Arranging any other services identified as a necessary vocational
rehabilitation service.

[ms

Facilitation of natural supports at the worksite.

Follow up services including regular contact with the employers, the
individuals, the parents, family members, guardians, advocates, or
authorized representatives of the individuals, and other suitable
professional and informed advisors, in order to reinforce and
stabilize the job placement.

416.1.07 Extended Services

A. Extended services are ongoing support services and other
appropriate services that are needed to support and maintain an
individual with a most significant disability in supported
employment. They are provided by an agency, which may include
a State agency, a private nonprofit organization, the employer, or
any other appropriate resource including family member(s). The
extended support provider shall contact the employer and the
employee at least twice per month to monitor job stability. If under
specific circumstances, especially at the request of the individual,
the IPE provides for off-site monitoring, twice monthly meetings
with the individual shall be conducted.
When an individual does not appear to have an identified extended
services resource/provider, the comprehensive needs assessment
process shall include a thorough identification of the type of
extended supports an individual will require as well as the support
intensity and frequency for sustainability of employment.
Counselors shall examine all potential resources/providers for
extended services that wil/ fully me
support needs.
Extended Support Resource Options may include:

1. SSA work incentives such as Plan for Achieving Self-

Support (PASS), Impairment Related Work Expenses
IRWE);

2. Private pay;

|oo

|©




|

|m

|

Local resources for extended supports (e.q., Brain and
Spinal Injury Trust Fund Commission);

Medicaid waiver services administered by the Division for
Intellectual and Developmental Disabilities and any other
Medicaid waiver services that may be administered by the
State which include extended employment services provision

|0

[

for supported employment;

ABLE (Achieving a Better Life Experience) Accounts
Funding provided from the Department of Behavioral Health
and Developmental Disabilities (DBHDD) to select local
mental health centers; and/or

In some situations, natural supports (e.g., supervisors / co-
workers or family members).

Whenr el ying on natur al supports
extended services, extensive planning, development, and
negotiation is required to ensure the individual is able to continue to
perform job tasks satisfactorily after intensive services have
concluded. Regardless of the provider, Counselors shall use
professional judgment in the identification of extended services and
may elect to gain commitments for alternative sources of these
services in writing, when deemed necessary.

VR may fund extended services for a youth up to age twenty-five

| |

|~

(25) for a period not to exceed four (4) years when no other funding
source is available. In all other situations, funding for extended
services shall come from sources other than VR.

The client is required to transition to an extended service provider

at least ninety (90) days prior to closure once the counselor and
individual have determined that no further support services are

necessary to support and maintain the individual in competitive

integrated employment.

416.1.07 Supported Employment IPE considerations

A. The Supported Employment IPE must, at a minimum, specify all

anticipated services to include the provider of such service, duration,

funding source and include the following:

N [

|0

The specific supported employment model to be provided by VR;
The expected extended services needed, which may include
natural supports

The source for extended services. If extended services are not
available at the time, a description of the basis for concluding that

me



there is a reasonable expectation that those sources will become

available.

4. the maximum hours per week that the client prefers and/or is able
to work;

5. provision of scheduled monitoring (ongoing support and follow-up)

to ensure that the individual is making satisfactory progress and
working the preferred hours;

provision of services in addition to supported employment include but are not
limited to benefit counseling, assistive work technoloqy, accessibility services,
and coordination of services with other federal or state programs.

Ll ool | . Ly L6

S supp
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417.0.00 EMPLOYMENT: SUPPORTED SELF-EMPLOYMENT

Effective Date:

Authority: 34 CFR 8 363

417.0.00 POLICY:

417.1.01 Supported Self-Employment (SSE) is competitive integrated employment
in which the client solely owns, manages, and operates a business with
supports that may include a legal guardian acting as a surrogate decision
maker. SSE includes the provision of ongoing supports throughout the
vocational rehabilitation case, transitioning to extended services and
supports not funded by the GVRA.

417.1.02 Extended services are not time limited and may be needed for the life of
the business. GVRA may only fund extended services for youth aged
twenty-four (24) or younger when no other funding source is available. In
these cases, GVRA funding of extended services shall be limited to a
period of four (4) yearsandnote xt end beyond tdiflh yout hds
(25" birthday.

417.1.03 The individual shall not be considered an employee of another individual,
business, or organization, and meet the definition of individual with a most
significant disability.

417.1.04 SSE has been identified as the best option in meeting competitive
i ntegrated empl oyment ; the business is
strengths, resources, priorities, concerns, abilities, capabilities, interests,
and informed choice.

417.1.05 SSE follows the Customized Supported Employment model and provides
the opportunity for individuals with most significant disabilities to own a
business with appropriate resources and supports.

417.1.06 Self-employment policy shall apply if it is determined SSE is the
appropriate employment outcome for the individual.

417.1.07 An individual may be considered for supported self-employment services
when:




A,

|©

GVRA and the individual have identified supported self-employment as

the appropriate employment outcome;
Considerable assistance is needed to develop an individualized,

profitable, and sustainable microenterprise;
The individual will perform the essential tasks of the business concept,

with or without accommodations;
A self-employment outcome can be maintained with necessary

ongoing and extended supports in place; and

Another individual, organization, or resource has been identified to
provide extended services after GVRA funded services are complete.
Extended services may include:

1. On-the-job support;

2. _0Ongoing case management;

3. _Peer support;

4. Natural support; and

5. Ongoing paid professional services for the business.




418.0.00 INFORMATION AND REFERRAL
Effective Date: October 1, 2001
Authority: 34 CFR § 361.37

418.1.00 POLICY:

418.1.01 Information and referral services shall be provided to applcants,—potential
apphcants-and-eligible-elientindividuals who do not qualify for vocational
rehabilitation¥R services due to the GVRAProgramd s or der of sel ec
and to elientindividuals who have been determined to be ineligible for
vocational rehabilitation-¥R services due to inability to benefit from
services in terms of a competitive integrated employment outcome.
Information and Referral services are provided to assist such individuals in
securing needed services to prepare for, secure, retain, advance in, or
regain employment.

418.1.02 Referral to other federal and state programs, including other statewide
workforce development system programs, shall be provided in order to
best meetthei n d i v inekdsaSuéh seferrals shall be completed using

the GVRAGs I nf or mati on gAlbdiornRadidnentrea | For m.

418.1.03 A copy of the completed Information and Referral form shall be placed in
the elientindividuald s case file, and the informat:.
shall be placed in G V R Atlies/RPr—o-g+ data-base for information and
referral.



420.0.00 JOB COACHING
Effective Date: October 1, 1999
Revised Date: July 1, 2020

420.1.00 POLICY:

420.1.01 GVRA may authorize or provide job coaching services to enable an
ehentindividual to prepare for competitive integrated work.

420.1.02 Individuals who receive job coaching are provided active oversight by a
provider who works to modify or ensure that the individual is capable of
performing the job.

420463 GVRA shall not authorize on-the-job training (OJT) and a job coach
simultaneously without supervisor approval. This approval shall be
documented in the case file.

420.1.04 The elientindividual must be on the employer's payroll and receive benefits
as any other employee/trainee.

420.1.66420.1.05 Job coaching may either be provided as an integral component
of supported employment or may be considered as a separate service.
Job coaching as a separate service shall not be provided to an individual
who qualifies for Supported Employment.




420.1.09420.1.06 The time guidelines for job coaching only services are: one

individual can receive up to one hundred (100) hours of job coaching.per
chient. If additional hours are needed for job coaching services, the case
must be staffed with the counselor and approved by the supervisor.




422.0.00

422.1.00

422.1.01

422.1.02

422.1.03

JOB OPPORTUNITIES DEVELOPMENT/GENERAL
Effective Date: October 1, 1999
Revised Date: July 1, 2020

POLICY:

Employment Services shall initiate and expand employment opportunities
for individuals with disabilities. The team is responsible for coordinating
and building working relationships with businesses and industries in the
professional s6 assigned area.

Programs and services shall be developed in cooperative partnerships
with business and industry and collaborative relationships with appropriate
agencies leading to job and career opportunities for individuals with
disabilities.

Employment Services shall take the lead role in identifying and developing
employment opportunities for individuals with disabilities.

422.1.04



424.0.00 JOB PLACEMENT AND FOLLOW-UP
Effective Date: October 1, 1999
Revised Date: July 1, 2020

424.1.00 POLICY:

424.1.01 GVRA shall assist a gualified job-ready individual in finding and/or
securing suitable work consistent withthei n d i v iurdquessiredgshs,
resources, priorities, concerns, abilities, capabilities, interests, and
informed choice.

424.1.02 Employment Services is the lead in providing specialized employment
services to include individualized job placement services, as appropriate,
for job-ready persons with disabilities.

424.1.03

424.1.04424.1.03 The elientindividual is responsible for taking an active role in job
search activities as documented in the Individualized Plan for
Employment. An emphasis is placed on working with the team to identify
appropriate potential employers and employment opportunities.

424.1-05424.1.04 Employment Services shall document job placement activities in

the case notes. These may include but are not limited to:
A. Labor Market Information;
B. Consults;
C. Job search activities;
D. Placement information including:
1. Employer contact information;
2. Job title;
3. Job duties;
4. Pay rate,

5. Benefits;



6. Follow-up notes.

E. Employer needs or concerns as related to an elientindividual placed
into employment and follow-up activities.

424.1.68424.1.05 The counselor shall ensure placement follow-up services
according to the needs of the individual for a minimum of 90 consecutive
days to:

A. Determine the suitability of the job;
B. Ascertainthei n di v iledebofadjdstnent to the job;
C. Detect and resolve possible problems;

D. Assist the employer, co-workers, etc. in accepting the new
employee.

Wi






426.0.00 ON-THE-JOB TRAINING (OJT)
Effective Date: October 1, 1999
Revised Date:

426.1.00 POLICY:

426.1.01 GVRA may authorize the provision of on-the-job training (OJT) for an
ehentindividual to achieve entry level job skills to meet their Individualized
Plan of Employment goal of competitive integrated employment. Referte

Glossary:-Competitive-tegrated-Employment

426.1.02

426.1.03

426.1.02 OJT gives an individual direct work experience where direct oversight or
extra supervision may not be required.

426-1.64426.1.03 GVRA shall not authorize OJT and a job coach simultaneously
without supervisor approval.

426-1-05426.1.04 The elientindividual must be placed on the employer's payroll,
paid at least minimum wage, and receive benefits as any other
employee/trainee.

426-1-06426.1.05 GVRA may reimburse the employer/trainer one-half the agreed
upon starting wage of the elientindividual/trainee for up to forty (40) hours
per week. No reimbursement may be authorized for overtime.

426-1-07426.1.06 An OJT salary supplement may be authorized for up to six
months.
426-1.08426.1.07 A monthly training progress report shall be obtained from the

employer/trainer by the counselor to determine satisfactory progress of the
clientindividual. Fhe-VVR'sTraining-Progress-Reportform-should-be-used
todocroqen proeacc o e e e s






428.0.00

428.1.00

428.1.01

428.1.02

PHYSICAL/MENTAL RESTORATION
Effective Date: October 1, 2002
Revised Date: May 15, 2018
0.C.G.A. §849-9--1(8)

POLICY:

GVRA may authorize the provision of a physical or a mental restoration
service(s) for an ehentindividual to correct or substantially improve a
physical or a mental condition which affects their work outcome.

GVRA shall not authorize or provide medical restoration service(s) for the
following procedures:

A

B.

Abortion;
Acupuncture;
Gastrointestinal bypass surgery;

Sex change procedure, medical or otherwise, nor any supportive
service(s) associated with such a procedure(s);

Stomach stapling;

|  thel iver | o binati
thereofOrgan transplant;

. Tubal ligation;

Vasectomy;

Routine medical and dental preventive care;
Liposuction;

Wiring of the Jaws (for weight loss);

Any medical procedure which:

. listed intl \ural Terminology (CPT
Manualk:

2:1. Has a high mortality rate;



3.2. Has a success rate reported to be less than seventy five

percent successful;

4.3.  Reputable medical sources question the delivery system

for the treatment or have shown the treatment to be useless or
ineffective;

experimental; or

54. Is determined by the GVRA's policy consultant to be

6:5. Does not substantially affect the elientindividuald s
employment outcome.

428.1.03 GVRA shall not authorize or provide mental restoration services for the
following:
CA. Any treatment which reputable medical sources question or

have shown to be useless or ineffective;

B:B. Any treatment which is determined by the GVRA's policy
consultant to be experimental;

E-C. Any treatment which does not substantially affect the
chentindividuald s empl oyment out come.

428.1.04 The individual with-a-disability shall be allowed to choose the medical
provider of their choice from among licensed specialists qualified in the
diagnosis and treatment of their impairment(s) if they are not eligible for
service(s) from a comparable benefit source. The medical provider must
be willing to accept the GVRA 0 RB+—o-g+ established fee(s).

428.1.05 The following criteria shall be met for the pProvision of sServices:

A. The clinical status of the impairment, as indicated by the prognosis
of the specialist's examination, must be stable or slowly
progressive;

B. The anticipated outcome of the proposed treatment must benefit the
individual in terms of a work outcome; and



C. The restoration service(s) is included on an approved Individualized
Plan for Employment (IPE).

428.1.06 Authorization-of Services

B. The service shall be authorized utilizing licensed specialists.-based-en
licabl : it an " .

A._For mental restoration services, a licensed specialist is a
psychiatrist, psychologist, Neuropsychologist, an Advanced
Practice Registered Nurse, Licensed Clinical Social Worker, or
Licensed Professional Counselor skilled in the treatment of mental
illness or cognitive disabilities. When-psychotherapy-sessions

I : : od of <i hs 4

B. For physical restoration, the licensed specialist is a physician,
advanced practicing registered nurse or physician assistant who is
recognized as being a specialist in the appropriate field, or a
licensed medical provider (i.e. audiologist or optometrist) who has
knowledge and expertise in the diagnosis and treatment of the
specific condition.

1



2

428.1.07 GVRA may authorize or provide dental restoration services for an gualified
individual only when the evidence indicates:

A. A facial deformity from birth and correction required involves the
mouth and/or teeth; Refert6-604-6.00

B. Serious dental infections which affect other body systems
(pericarditis, etc.) which must be documented by a physician
specializing in the body system affected, specialist in family
practice or internist; Referteo-4306.0-00

C. Serious injury (accidental) to teeth or mouth requiring dental or
medical attention or other condition requiring facial plastic surgery;
Refer to 604.0.00

D. A dental condition, which if not treated, will directly interfere with the
individual's primary physical impairment. The condition must be
documented by the physician treating the primary physical
impairment; or Referte-430-0-00

E. Temporomandibular Joint (TMJ) Syndrome. Referte-604-6.60
428.1.08 Treatment Out-of-State

A. A physical or mental restoration service(s) shall not be authorized
out of state if the service(s) is available in Georgia except:

1. In geographical areas routinely used for the convenience of
the individual,

2. Where it shall be economically beneficial for GVRA;

3 o ¥ S04 : i
Management; or

4.3. In situations involving informed choice in which the

individual agrees to pay any costs in excess of allowable
state fees, as applicable.

B. Standards and fees established by the vocational rehabilitation
program in the other state shall be followed and utilized for payment
of service(s).



428.1.09 Treatment of Complications

A. GVRA may assume responsibility for arranging for physical
restoration services which, in addition to those initially authorized,
may be needed for the safety of the ehentindividual and the
achievement of their physical restoration objective and ultimately
of their employment goal.

B. If a medical complication does occur, the counselor should act
promptly to arrange for necessary treatment.

C. If the seriousness of the complication(s) is-sueh-that-itinterferes
with the possibility of the individual achieving the employment
goal, it may be necessary to reevaluate the person or even to close
the case as currently not eligible. In such a case the ¥R
ProgramG\V/RA shall continue service(s) only until the acute
medical condition has been resolved. Referte-214-0-.00

428.1.10 Long-Term Restoration

A. If a physical or mental restoration service(s) is authorized for six
months or more, the counselor shall monitor and document the
chentindividual® progress in the case file at least every sixty (60)
days.

B. Annual or more frequent specialist examination(s) may be needed
to assess the elientindividuald s abi |l ity to progress t
employment goal.

C. _The eriteria ot clicibilitvshall nuall led.

D.C. GVRA recognizes that, in some cases, the elientindividuald s
condition will extend beyond the vocational rehabilitation process. In
order to ensure the ehentindividuald success on the job, community
based treatment should be arranged by the counselor prior to case
closure to the extent reasonable and possible based upon
availability of treatment through other resources or sponsorship.

428.1.11 bococecnenlgne oo nlo o peler o D DD

428.1.12428.1.11 GVRA shall recommend that an elientindividual accept an
approved physical or mental restoration service(s) when the service(s)
shall improve the disabling condition.




428-1-13428.1.12  Other purchased services cannot be authorized if the individual

refuses approved restoration which shall improve their disability except for
refusal by reason of religious belief or substantial risk.




430.0.00

430.1.00

430.1.01

430.1.02

430.1.03

430.1.04

430.1.05

430.1.06

430.1.07

ACUTE CONDITION OR INTERCURRENT ILLNESS
Effective Date: October 1, 1999
Revised Date: May 15, 2018

POLICY:

GVRA may authorize the provision of medical care for an elentindividual
for an acute condition or intercurrent iliness occurring during the time the
individual is receiving planned vocational rehabilitation services and meets
all of the following criteria:

Theal hall . ial | criteria:

B-A. The elientindividual is shall-be in Trial Work Experience(s),
Service, Job Ready, or Employed status: and

G:B. The acute condition or intercurrent illness isshal-be such that
it would complicate or delay either the elientindividuald participation
in trial work experience(s) or the ehentindividuald s achi evement
their employment goal.

No-/R funds shall be authorized or expended on any case that moves into
Service status or above following the effective closing date of a priority
category when the classification of the case puts it in a closed priority
category. Referto-218.0.00

GVRA shall not authorize medical care for an acute condition or
intercurrent illness for an eligible individual who has been placed in a

closed priority category under the Prog




4306-1.68430.1.04 If the acute condition or intercurrent illness leads to changes in
the elientindividuald6 s condi ti on, it may be necessa
chentindividual, amend the Individualized Plan for Employment (IPE) or
close the case.




432.0.00 HOSPITALIZATION
Effective October 1, 1999
Revised Date:

432.1.00 POLICY:

432.1.01 GVRA may authorize or provide hospitalization for an individual for
diagnosis, surgery, or other treatment of an impairment.

432.1.02 Hospitalization is limited to those hospitals which have been approved by
the GVRAVR-Program except in a situation of an acute or intercurrent
illness.

432.1.03  Awuthorization-and-paymentforservice-shal-comply with

432.1.04432.1.03 If the individual has private hospitalization insurance, Medicare
or Medicaid, it must be utilized.

432-1:05432.1.04 The counselor shall inform the individual in writing before they
go to the hospital they shall not be placed in a private room unless:

A. The attending physician recommends it;

B. The hospital does not have semi-private or ward rooms; or

C. There is no semi-private room or ward space available and the
hospitalization cannot be postponed.




Effective Date: October 1, 1999

GVRA shall, when appropriate and available, use clinical facilities in the
provision of service(s) for a elientindividual.

\uthorization-of Servi

A—Prior to an authorization for treatment, consideration must be first
given to any clinical service available from a public hospital, public
clinic or other community rehabilitation program offering the service
for which the individual may be eligible. Refer to 122.0.00

434.0.00 CLINICS/GENERAL
Revised Date:

434.1.00 POLICY:

434.1.01

434.1.02

434.1.03 Outof State Clinic



436.0.00

436.1.00

436.1.01

436.1.02

436.1.03

AUDITORY TRAINING
Effective Date: October 1, 1999

Revised Date:

POLICY:

GVRA may authorize or provide auditory training to enable an
chentindividual to prepare for, secure, advance in, or retain competitive
integrated employment.

Auditory training must be recommended by a GVRA approved audiologist
or speech pathologist.

Auditory training or aural rehabilitation shall be conducted by a licensed
audiologist or speech pathologist with special training in this field. Program

fees-shall-be-utilized-for-authorization-and-payment.




438.0.00 SPEECH - LANGUAGE THERAPY
Effective Date: October 1, 1999

Revised Date:

438.1.00 POLICY:

438.1.01 GVRA may authorize or provide speech - language therapy to enable a
chentindividual to prepare for, secure, advance in, or retain a competitive
integrated employment goal.

438.1.02 A speech-language evaluation must be obtained from a licensed speech
pathologist or a GVRA approved speech and hearing clinic.

A. An oral peripheral examination and an assessment of articulation,
voice, fluency and language; and

B. Specific recommendations must describe how speech-language
therapy including augmentative communication aids may
significantly benefit the individual in terms of their specific
employment goal. Referte-456.0.00

438.1.65438.1.04 Prior to the authorization of an augmentative communication
device, the counselor should consult with the assistive work technology
staff to ensure the usability or appropriateness of the device as it relates to
the individual 6s empl oyment goal







440.0.00 COGNITIVE REHABILITATION
Effective Date: October 1, 1999

Revised Date:

440.1.00 POLICY:

440.1.01 GVRA may authorize or provide cognitive rehabilitation for an
chentindividual to assist the person in improving or compensating for a
variety of impaired cognitive processing abilities which affect the
chentindividuald s competitive integrated empl oyn

440.1.02 A neuropsychological evaluation shall be used to determine the need for
cognitive rehabilitation. In addition to the neuropsychological evaluation,
other additional evaluations may be obtained from approved providers to
determine the need for cognitive rehabilitation when information from the
case file warrants further investigation. An evaluation recommending a
program of cognitive rehabilitation should contain an outline of the specific
goals and objectives to be used and the criteria for measuring progress of
the intervention.

440.1.03 Continued GVRA sponsorship of cognitive rehabilitation shall be based on
successful past progress as evidenced by the attainment of specified
criteria for measurement. Such progress shall be measured and reported

at a minimum ef-every-monthly.

440.1.04 Coqgnitive rehabilitation shall only be authorized or provided for individuals
to assist in the attainment of their employment goal identified in their
Individualized Plan for Employment (IPE) and supported by the evaluation
of a neuropsychologist or provider. Cognitive rehabilitation services
authorized or provided by the GVRA should be part of a program for
individuals who are brain injured that also includes daily living skills related
to job acquisition and performance, and appropriate training and
development of compensatory psychosocial adjustment skills an individual
needs to survive in the workplace.







442.0.00

442.1.00

442.1.01

442.1.02

442.1.03

PHYSICAL OR OCCUPATIONAL THERAPY
Effective Date: October 1, 1999

Revised Date:

POLICY:

GVRA may authorize or provide physical therapy and/or occupational
therapy for an ehentindividual in order to assist in the attainment of the
individual 6s empl oyment goal

The therapy must be prescribed by the treating physician.

The therapy may only be provided by a qualified therapist.

442.1.06442.1.04 Continued GVRA sponsorship of physical or occupational

therapy shall be based on successful past progress as evidenced by the
attainment of specified criteria for measurement. Such progress shall be
measured and reported monthly.



444.0.00 POST-EMPLOYMENT
Effective Date:

Authority: 34 C.F.R. § 361.48(b); 34 C.F.R. § 361.5(c)(41); 34 CFR
361.56;

444.1.00 POLICY:

444.1.01 Post-Employment services are defined as one or more vocational
rehabilitation services that are provided subsequent to the achievement of
an_employment outcome and that are necessary for an individual with a
disability to maintain, regain, or advance in employment, consistent with the
i ndividual 6s uni gue strengths, resourc
capabilities, interests, and informed choice.

444.1.02 Post-Employment services are:

Limited in scope and duration and
Available to meet rehabilitation needs that do not require a complex
and comprehensive provision of services.

A,
B.

444.1.03 Any service(s) which may be authorized in_Service through Employed
status, except those service(s) related to an acute condition or intercurrent
illness, may be authorized in post-employment status. Supportive services
are only permissible in conjunction with a primary vocational rehabilitation

service(s).

444.1.04 A post-employment service(s) may be authorized or provided only under
the same conditions which apply to the provision of any service under an
IPE. If an IPE is amended to change the employment goal, services on the
amended IPE would not be considered post-employment services
regardless of whether the participant is currently employed or not.

444.1.05 When all planned post-employment services identified in the IPE
amendment have been completed or the service(s) is being provided by
another resource, the individual's case shall be closed.

444.1.06 In the event a post-employment service(s) is initiated, and it becomes
apparent the individual is unable to maintain employment, the case shall be
closed, or a new rehabilitation effort should be started (i.e., new IPE goal,
identification of needs/services, etc.)

444108 | f an i ndividual 6s case has been cl osed
position, the individual should be encouraged to re-apply and staff should
work with the individual to expedite the vocational rehabilitation process.




446.0.00 THE BUD MCCALL POST-SECONDARY VOCATIONAL REHABILIATION
GRANTPOSTSECONBARY-ACADEMICANDVYOCAHONALTRAINING

Effective Date: October 1, 2002

Revised Date: July 1, 2020

Authority: 34 CFR 88 361.46; 361.48(b); 361.50(b); 361.53;361.54; RSA
TAC 05-01

446.1.00 POLICY:

446.1.01 GVRA may authorize and assist with post-secondary academic or
vocational training.

446462 Prior to agreeing to academic training as part of the Individualized Plan for
Employment (IPE) and prior to authorizing services in support of post-
secondary academic training, the following criteria must be met:

A- The counselor and elientindividual must agree that the training is

necessary for the elientindividual to reach the-entry-level-ofthe
specific-eceupationfor their employment goal;

B- There must be evidence in-the-casefile-tosupportthecounhse | or 0 s
rationale that the elientindividual has the ability to complete the

training selected. Such evidence may include the Scholastic
Aptitude Test (SAT), psychological examination, vocational
evaluation, acceptance into college, or prior college transcripts.—
he cliont | ous] od coll ionaltraining.

I . hould be included.in e

446.1.03 GVRA may assist with tuition, required school fees, books/supplies and,
as appropriate, maintenance (housing and meals) only at any approved
state, private, out-of-state post-secondary school, or proprietary school for
an approved course of study. Verification that the school is approved must
be made prior to any obligation to the ehentindividual verbally, in an IPE,
or through an authorization of funds. GVRA support for approved tuition



and fees shall be-determined-by-the Business-Unitand based on the 2023
-2024 Federal Pell Grant amounts established by the U.S. Department of

Education, and will be reevaluated every 3 years. On-pest-secondary-

scheosprslicleccehedules o thenoprospale love ol coch poilc soo b

446.1.04 The ehentindividual must apply for, and present proof of, a completed
application for any available comparable benefits including the Free
Application for Federal Student Aid (FAFSA).(Referte-122.0.00} The
chentindividual must provide a copy of their Student Aid Report (SAR), an
award letter, and a copy of their student account detail report from the
institution for the current and, where applicable, the previous
semester/quarter, before GVRA shall authorize payment for post-
secondary training expenses. These documents must be provided by the
ehentindividualno | ater than thirty (30) days pi
date for payment of tuition and fees for the semester/quarter or no later
than five (5) days after the information is made available by the
institution(s). Failure to submit the required documentation by the due
dates may result in non-payment by GVRA or a late payment. Any late
fees associated with a elientindividuald s f ai l ure t o submit r e
documentation by the due date shall be the responsibility of the
ehentindividual. An exception may be granted by the supervisor when
case documentation clearly reflects that the elientindividual has not been
able to provide all required documentation due to institutional delays
(FAFSA or PST institutions), and the elientindividual will be adversely



446.1.05

affected if the authorization is not created prior to receiving all the
documentation. In such cases, authorizations should not exceed twelve
(12) credit hours.

If an individual is in default on a federal school loan, the individual must
repay the loan, arrange a repayment plan, or obtain an approved deferral
prior to the authorization of vocational rehabilitation post-secondary and
academic training services.

All applicable comparable benefits for which the elientindividual has been
approved must be applled to the requwed tralnlnq expenses sub#aeted

malmenanee—éheusmg—&nd—meals)-pnor to the determlnatlon of the amount
that autherizationfutilization of GVRA will payfunds. Comparable benefits

for training may include, but are not limited to, grants and; non-merit

scholarships -and-al-HORE Program-funds.{Referto-122.0.00}

The elientindividual must inform the counselor within ten (10) days of any
approval for comparable benefits for school support or if the
chentindividual directly receives such funds related to school.




446-1.9446.1.8 The elientindividual shall take a full course load, as defined
by the institution, unless:

A. Medically contraindicated as documented in their case file each
semester/quarter by a licensed specialist in the field of the
chentindividualdé s di sability;

B. The elientindividual does not need a full load to complete their
course work; or

C. The required courses in the elentindividuald program are not
available due to scheduling.



:
luring their traini . )
446-110446.1.9 GVRA shall authorize and make payment for only those courses
and electives outlined in an approved curriculum for a specific certification,
diploma, or degree from the approved school, and only for courses that
lead to the certification, diploma or degree required for entr-levetinto-the
chosen employment goal. The elentindividual must submit a schedule of

their classes each semester/quarter prior to GVRA authorization for the
following semester/quarter.

446-1-11446.1.10 The counselor may authorize and make payment for the taking
of any course only once. A supervisor may approveac o u n s gdquest 6 s
to authorize the repeating of a course by an elientindividual. Such
approval may be granted only once for the same course.

446.1.12446.1.11 The ehentindividual must present a copy of their
semester/quarter grades to the GVRA counselor within five (5) days of the
school posting of grades. Fhisinformation-shallbe-maintained-in-the-case
file.

446.1.13446.1.12 The elientindividual must maintain a minimum cumulative ef 2.0
grade point average, or the minimum cumulative grade point average
necessary to maintain good standing with the school and to graduate from
their approved course of study required for the employment goal,
whichever is greater. One probationary semester or quarter may be
authorized to allow the elientindividual to raise their grade point average.
If the elientindividual does not achieve the required cumulative grade point
average at the end of the probationary period, GVRA shall not resume
sponsorship until the elentindividual has reached the required minimum
cumulative grade point average.




446-134446.1.13 GVRA shall authorize or make payment for no more than two
(2) probationary semesters/quarters during the entire training program.
The counselor may not authorize two probationary semesters/quarters
sequentially.

446.1.15446.1.14 The elientindividual shall maintain regular contact with their
counselor. Any change in the elientindividuald s e mpl oy ment goal
training program must be agreed upon, in advance, by the elentindividual
and counselor, and must be reflected by an amended IPE. The
ehentindividual shall not withdraw from any class or the school itself
without first contacting and obtaining agreement from the counselor.

446.-116446.1.15 GVRA sponsorship for a freshman pursuing an undergraduate
degree ( b a ¢ h edgreea) $hall be limited to five (5) years and for each
year thereafter shall be decreased by one (1) year based on the
chentindividuald6 s enr ol Il ment status (sophomore,

If the time sponsored by GVRA in post-secondary training extends beyond
the expected date of successful completion as defined by the curriculum,
one additional semester/quarter may be authorized with supervisor
approval and documentation in the case file.

446 117446.1.16 For all post-secondary school cases, an annual in-depth review
is required to assess the elientindividual® waining results and to determine
if the elientindividual is making adequate progress towards the established
employment goal. Satisfactory progress shall not be occurring for those
individuals who continuously attend training on less than a full time basis.
If the elientindividual is not progressing satisfactorily in their approved
course of study, training shall be suspended, and the counselor and
ehentindividual shall work together to identify a more appropriate
employment goal. Fhe-annualreview shallbe-documented-inthe-casefile:

446-119446.1.17 GVRA may assist with payment for the following ancillary

services:

A. Any admission test required by the school or institution;



B. Vocational occupational training supplies may be approved based
on a list of required items provided by the professor, syllabus, or
other official document.

C. Required books/supplies up to the maximum rate as determined by
the Business Unit but not exceeding the actual cost. Proof of
payment reflecting books/supplies purchased is required.

D. Training aids and/or assistive work technology;

E. Interpreter, readers, or note takers for an elentindividual who is
deaf, blind or deaf- blind;

F. Required parking fees for students who are commuting to and from
school;

G. Certification and/or licensure examinations required by program;

H. Occupational license required to complete training and enter
employment in the agreed upon employment goal; or

I. Tutoring.

NOTE: Should any of the above items be considered reasonable
accommodations for which the school should be responsible, payment
for these services shall be sought from the school prior to the
authorization of GVRA funds.

446.1.20446.1.18 If an ehientindividual receives an overpayment during a
semester/quarter, the elientindividual must immediately refund GVRA,
agree to a payment plan or agree to have future payments adjusted to
deduct the overpayment. The elientindividual shall reimburse GVRA when
the following circumstances apply:

A. The elientindividual receives financial assistance from comparable
benefits for services (tuition, required school fees, books/supplies
and maintenance (housing and meals,) already paid for by GVRA,

B. The ehentindividual receives a refund as a result of dropping a class;



446.1.1923

C. The elientindividual has not utilized GVRA training funds for the
purpose they were intended.

The elientindividual shall reimburse GVRA per the following GVRA
reimbursement procedures:

1. The elientindividual shall pay the full amount of required
reimbursement; no later than forty-five (45) days prior to the
i nst i tduetdatedongagnent of tuition and fees for the next
semester/quarter, or

2. The elientindividual shall have the amount deducted from the next
authorization(s) until the balance has been paid in full.

If the ehientindividual refuses to refund GVRA, post-secondary training
support shall be suspended, and/or the case may be closed for
fraud/misuse of Program funds. Referto-518-1.02H

The counselor and elientindividual shall pursue accommodations/support
services for training that may be available from post-secondary training
institutions in compliance with Section 504 of the Rehabilitation Act of
1973, as amended, and with the Americans with Disabilities Act. If the
school will not provide the necessary accommodations, GVRA may
authorize the needed services but shall seek reimbursement from the
school.



448.0.00 POST GRADUATE TRAINING
Effective Date: October 1, 1999
Revised Date: May 15, 2018
Authority: 34 CFR 8§ 361.46,-361.48(f),-361.50(b),-361.52,--361.53,
361.54:RSAPAC90-7- RSAPD92-02: RSAPD97-04

448.1.00 POLICY:

448.1.01 GVRA may provide post graduate training when such training is necessary
to obtain entrylevel work in the elientindividuald s a gupoe ®-dpecific
occupation. Care must be taken in the joint development of the
Individualized Plan for Employment (IPE) not to plan services that surpass
those required for entry-levelinte-the agreed upon occupation as indicated

by the employment goal on the IPE #R—spense%piepa—pespg%uate

448.1.02 GVRA may authorize the provision of post-graduate university training
for an elientindividual whose employment goal requires a post-graduate
degree to-ferentry-tevelwork in a specific occupation under the following
conditions:

A. The elientindividual must be accepted in good standing (not
probationary or provisional status) before they may be considered
for program sponsorship to an approved graduate school, and;

B._The ehentindividual sponsored by GVRA for graduate level work
must maintain the minimum grade point average (GPA) required by
the accredited program from which graduation is planned. Program
sponsorship may be suspended or terminated for failure to maintain
the required grade point average.

C. 448.1.03 All policies relating to post-secondary academic and
vocational training shall apply.







449.0.00

449.1.00

449.1.01

449.1.02

449.1.03

449.1.04

449.1.05

YOUTH-& STUDENTS WITH DISABILITIES
Effective Date: July 1, 2017
Revised Date: May 15, 2018

POLICY:

Vecational-Rehabilitation(MVR)GVRA staff-shall recognizes that every
student-eryouth, regardless of the severity of theirhis-er-her disability, is

considered able to benefit in terms of a competitive integrated
employment outcome.

GVRA staff shall participate inthe s t u d énditiddad Education Program

(IEP) transition planning and persen-centeredperson-centered planning
meetings.

GVRA shall provide students with a disability fourteen (14) to twenty-one
(21) years old Pre- Employment Transition Services (Pre-ETS) that allows
them to explore the world of work and engage in werk-basedwork-based
learning opportunities for the purpose of becoming employed in a
meaningful career. If individualized services are needed in addition to Pre-
ETS, GVRA shall provide these services afterfellowing-VR-peolicy-of
application, determination of eligibility, comprehensive needs assessment,
and the Individualized Plan for Employment (IPE) development.

A student with a disability is an individual who:
A- Isin an educational program; and
B. Is aged fourteen (14) to twenty-one (21) of age;

& Is eligible for and receiving special education or related services
under Individual with BDisablilities Education Act; or

B Is anindividual with a disability for purposes of section 504 of the
Rehabilitation Act.




B—ls-notolderthantwenty-four- (24} years-of-age-

NOTE: There ishorequirementthatafi y o withhd i salbbe | i t yo
| onal .

449.1.06449.1.05 GVRA shall provide the following required pre-employment
transition services:

A. Job exploration counseling.

B. Work-based learning experiences which may include in-school or
after school opportunities, or experience outside the traditional
school setting, that is provided in an integrated environment in the
community to the maximum extent possible.

C. Counseling on opportunities for enrollment in comprehensive
transition or post-secondary educational programs at institutions of
higher education.

D. Workplace readiness training to develop social skills and
independent living.

E. Instruction in self-advocacy, which may include peer mentoring or
person- centered planning.

+ Potentially eligible students may only receive services that address the five
areas listed above. Students who have applied for, and have been found
eligible for, vocational rehabilitation may receive the full range of vocational
rehabilitation services including services such as college or other vocational
training, assistive work technology, and/or job placement. Referto-Glossary:

Potentially Eligible



450.0.00

450.1.00

450.1.02

450.1.03

450.1.04

450.1.05

TRANSITIONING STUDENTS
Effective Date: October 1, 1999
Revised Date:

POLICY:

Transition services shall be provided to eligible students with disabilities to
facilitate the transition from the receipt of educational services in
secondary school to the receipt of vocational rehabilitation services
oriented toward a competitive integrated employment outcome. Transition
services may be either services to eligible individuals or services to
groups.

The coordinated transition activities shall be based on the individual
student's needs, taking into account the student's preferences and
interests and shall include:

A. Consultation and technical assistance to assist the schools in
planning for the transition of students with disabilities;

B. Outreach to and identification of students with disabilities who need
transitioning services;

C. Transition planning that facilitates the development and completion
of the student's Individualized Education Program (IEP) and
Individualized Transition Plan (ITP);

D. Development of the Individualized Plan for Employment (IPE) which
identifies the employment goal and the vocational rehabilitation
services to enable the student to obtain a competitive integrated
employment outcome.

The IPE shall be completed and signed by the student prior to his or her
graduation from high school. Referte-308.6.00

Transitioning services may be provided for groups of students and may be
provided prior to any or all of the students becoming applicants for
vocational rehabilitation services.



450.1.06 Consultative and technical assistance services may be provided to schools
as services to groups for the benefit of groups of transitioning students

with disabilities.

450.1.07 Project-Searchis-schoolHo-work-immersion-program-invelving




452.0.00 WORK READINESS TRAINING
Effective Date: October 1, 1999
Revised Date:

452.1.00 POLICY:

452.1.01 GVRA may authorize or provide work readiness training for an gualified
individual for the purpose of developing pre-employment skills (to prepare
for a job search), work maturity skills (to keep a job) and/or life skills (core
skills necessary to function productively in society) for the attainment of
work readiness.

452.1.02

4521.03452.1.02 Prior to the provision of work readiness training:

A. The individual must have a work readiness assessment to
determine the work readiness training needs:; and

B. GVRA staff and the elientindividual must agree that work readiness
training is necessary for the elientindividual to reach their
employment goal.










453.0.00 EMPLOYMENT SKILLS TRAINING
Effective Date: September 1, 2005
Revised Date: May 15, 2018

453.1.00 POLICY:

453.1.01 Employment Skills Training may be authorized for an gualified
ehentindividual who requires such training for entry into their chosen
employment goal.

453.1.02 The provider of such training must be an approved provider with
demonstrated skills in the area in which the training is provided. The
provider shall provide an outline and organized procedures for the training
prior to its initiation.

453.1.03 Employment Skills Training shall be:

A. Consistent with the needs and abilities of the elientindividual;
B-C. Limited to hands on training.

453.1.04 Fho-dumation-atspocticSkilsTrolnhgshallbaetoxecoe 280 ot tho-sMP
for the occupation.

453.1.05453.1.04 Skills or occupational goals requiring certification or licensure

are excluded from this training.



454.0.00 SUPPORTIVE SERVICES/GENERAL
Effective Date: October 1, 2002

Revised Date:

454.1.00 POLICY:

454.1.01 GVRA may authorize or provide a supportive service(s) enly to enable an
individual to participate in or receive benefit from another authorized or
provided diagnostic, assessment, or primary service which is in support of

t he i ndivi du aihdrasramptofriate empieyment goal.

454.1.02 The Program shall consider the following services as supportive services:
NOTE: This is not intended to be an exhaustive listing.

A. Personal assistance;

B. Child-care;

C. Convalescent care;

D. Deposits;

E. Drugs and expendable medical items;

F. Glasses or contact lenses;

G. Hearing aid(s) or-Aaugmentative communication aids;
H. Interpreting service(s);

I. Low visual aid(s);

J. Maintenance;

K. Nurse/: aide/ sitter;



L. Permit or occupational license;

M. Reader service;

N. Recovery residence;

O. Referral;

P. Residence modification;

Q. Housing and meals or lodging;

R. Services to family members;

S. Tools and equipment/occupational or medical;
T. Transportation;

U. Uniform/occupational clothing;

V. Vehicle modification;

W. Work site accommodation and/or modification;

X. Any service which cannot be provided independently of another
service, i.e., gait training for a prosthetic wearer.

. : . " . : dored

| .|5|.| e | )

454.1.03 When an individual is successfully employed, sSupportive services may

be provided te-suppertanindividualinwerk for stabilization purposes enly

and shall not exceed forty-five (45) days.

454.1.04 A supportive service cannot be provided independently of a primary
rehabilitation service. Therefore, when the primary service is terminated
the supportive service(s) shall also be terminated.



454.1.05

454.1.06

454.1.07

454.1.08



456.0.00

456.1.00

456.1.01

456.1.02

456.1.03

ASSISTIVE WORK TECHNOLOGY
Effective Date: February 15, 2017
Revised Date: May 15, 2018

POLICY:

GVRA may authorize or provide, where appropriate, assistive work
technology (AWT) for the purpose of assessment, including assessment
while participating in trial work experience(s), for an individual in need of
an appropriate mode of communication, for the provision of Information
and Referral services, or when it

competltlve mtegrated employment outcome. HeweveHh&pu;ehaseﬂi

di

rec












458.0.00

458.1.00

458.1.01

458.1.02

458.1.03

458.1.04

458.1.05

458.1.06

CHILD-CARE
Effective Date: October 1, 1999
Revised Date:

POLICY:

GVRA may authorize ehild-carechildcare for children twelve years old and

younger erly to enable an individual with-a-disabiity to participate in a
primary vocational rehabilitation service.

GVRA may authorize childcare only for those hours, plus two, that the
individual with-a-disability is actively participating in a primary vocational
rehabilitation service.

GVRA may not authorize childcare to enable an individual-with-a-disability
to participate in another service overnight or to otherwise be away from
home for prolonged periods of time.

A family member, any relative by blood or marriage or any other person
living in the same household with whom the individual has a close
interpersonal relationship,)-shall not be paid for ehild-earechildcare
services.

The individual {parent)with-a-disabiity should, in consultation with GVRA
staff, choose the child-care provider. Where-feasibleproviderslicensed

458.1.67458.1.06 If the individual needs ehild-carechildcare services for a period

longer than three months, the counselor shall consult with the supervisor
to determine the appropriateness of the GVRAPregram authorizing the
provision or continuance of the service. Referte-126-0.00

458.-1.08458.1.07 Any comparable benefit shall be utilized prior to the

authorization of any ¥R Pregram funds for childcare.







460.0.00 CONVALESCENT CARE
Effective Date: October 1, 2002
Revised Date:

460.1.00 POLICY:

460.1.01 GVRA may authorize the provision of convalescent care for an gualified
individual.

460.1.02 Convalescent care may be authorized after surgery under one or more of
the following conditions:

A. The individual's home conditions are not conducive for satisfactory
convalescence;

B. The distance from home to hospital makes it impractical for the
individual to be transported back and forth for medical follow-up;

C. The cost of private care can be reduced by using a convalescent
care facility; and/or

D. When recommended by the attending physician.

460.1.03 Any convalescent home used shall be approved by the Georgia
Department of Human ServicesReseurees.

460.1.04

460-1-05460.1.04 If an individual needs convalescent care for a period longer than
three months, the counselor shall consult with the supervisor to determine
the appropriateness of GVRAtheVVR-Pregram authorizing the provision or
continuance of the service.-Referteo-210-0-00-













462.0.00

462.1.00

462.1.01

462.1.02

462.1.03

462.1.04

462.1.05

462.1.06

462.1.07

DRUGS AND EXPENDABLE MEDICAL ITEMS
Effective Date: October 1, 1999
Revised Date:

POLICY:

GVRA may authorize the provision of prescribed drugs and/or expendable
medical items for an individual.

GVRA shall not authorize a drug or expendable medical item which is
considered experimental or which is being utilized for research purposes.

Prescribed drugs and/or expendable medical items shall only be
authorized to diagnose, treat, or alleviate the disabling condition(s) or
acute/intercurrent illness. Referto-428.0-00-anrd-4306-0-00

GVRA may authorize no more than a onet-month supply of an individually
prescribed drug at any one time.

GVRA may authorize no more than a two2-month supply of any
expendable medical item at any one time.

Authorization for prescribed drugs and/or expendable medical items may
not be made after an elientindividual has been employed for more than 30
days.



464.0.00 EXAMINATION/ENTRANCE, OCCUPATIONAL BOARD AND
QUALIFYING
Effective Date: October 1, 1999

Revised Date:

464.1.00 POLICY:

464.1.01 GVRA may authorize payment for an examination for an ehentindividual to
enable themhimther to qualify for entrance into training or for the practice
of the agreed upon employment goal.

464.1.02
SoRs g

464.1.023 GVRA may only authorize any particular examination once.



466.0.00 GLASSES OR CONTACT LENSES
Effective Date: October 1, 1999
Revised Date:

466.1.00 POLICY:
466.1.01 GVRA may authorize the provision of glasses or contact lenses.
466-1.02——Glasses or contact lenses may be provided:

A i#f prescribed by an approved licensed ophthalmologist or an
optometrist; and:

B-A. When they will vocationally benefit a person who is blind or
visually impaired; or

&B. As a service for a person who needs corrective lenses to
determine eligibility; or

B.C. As a service for an elientindividual being served for a
disability other than blindness or visual impairment when they are
vocationally necessary.




468.0.00 HEARING AID(S)
Effective Date: February 15, 2017
Revised Date:

468.1.00 POLICY:

468.1.01 GVRA may authorize the provision of hearing aid(s) for a qualified
individual.

468.1.02 A hearing aid(s) may only be provided when:

A- Recommended by a licensed audiologist or approved speech and
hearing center; and

B- It will benefit a person who is deaf, hard of hearing or deaf/blind by
Program standards in terms of a competitive integrated employment
outcome; or

C: The aid(s) is a support service for a person who needs corrected
hearing to determine eligibility; or

B- The aid(s) is a service for an elientindividual being served for a
disability other than hearing disorder if the elientindividual's hearing
impairment will have an impact on work outcome and the counselor
can document in the case notes the effect of the hearing loss on the
ehentindividual's employment in terms of specific job requirements.

468.1.03 An audiogram must be obtained prior to the purchase of a hearing aid.

468.1.04 Hoorhgadisovnluntien




B- When there is an existing hearing aid which has problems, the hearing aid
evaluation shall include an evaluation of the elientindividual's functioning with
the old aid. The report shall have a description of the general characteristics
of the old amplification device and a description of the functional problems the
chentindividual is experiencing with the old device. A comparison shall be
made in the report between ehentindividual's functioning with the old device
and with the recommended device.

468.1.05

468-1-06468.1.05 Each individual provided a hearing aid shall be instructed to
return to the prescribing audiologist or speech and hearing center to have
the aid checked within twenty (20) days.

be




470.0.00 INTERPRETING\TRANSLITERATING SERVICE
Effective Date: October 1, 1999
Revised:

470.1.00 POLICY:

470.1.01 GVRA may use a qualified interpreter\transliterator, including tactile
interpreting, when necessary to assist an individual in receiving a service
or instruction from any provider.-exceptas-noted-in470-1-02.

470.1.02 Interpreting\transliterating services shall not be authorized when another
authority is legally responsible for providing the interpreting service in
connection with its activity or service delivery. Where cooperative
agreements exist, the terms of the agreement shall be followed.

470.1.03

470.1.04

4706-1.65470.1.03 GVRAAVR-staff persen-skilled in the use of sign language or

tactile communication, as appropriate, shall be utilized to ensure the
effectiveness of vocational rehabilitation services provided during
assessment or under the Individualized Plan for Employment (IPE). When
such a staff person is not available or appropriate for the situation, an
interpreter\transliterator shall be used.-whe-meets-the-standards-of-the

B e T A e e e . sa el EIN




476-1.69470.1.04 An interpreter\transliterator may function under the following
circumstances as a job coach if specifically contracted as such by
GVRAthe-Pregram. When an interpreter\transliterator is functioning as a
job coach, their role change must be clearly explained to the
chentindividual, the employer, and any significant other person involved
with the case. In this situation, the individual may be paid either a job
coach fee or an interpreter fee, but not both.




: | bilitatio
bilitation Pr—o0-— g+ Qualiby A hce-testing-at-Leve




472.0.00

472.1.00

472.1.01

MAINTENANCE
Effective Date: April 1 2003
Revised Date:

POLICY:

heri . : el

Maintenance refers solely to the payment of those additional costs incurred by an
applicant or qualified elentindividual while participating in an assessment for
determining eligibility and vocational rehabilitation needs, or while receiving services
under an Individualized Plan for Employment (IPE).

472.1.02

472102
472.1.03

472.1.04

472.1.05

There are two types of maintenance:

A. Regular Maintenance, which includes:

1. Housing;
2. Meals;

3. Lodging (i.e. hotels, motels, and other transient quarters);

4. Other items required by the individual due to their
participation in the vocational rehabilitation process.

B. Incidental maintenance, which refers to the purchase of necessary
personal items not otherwise provided for an individual who is
participating in a rehabilitation program away from home.

Maintenance may be authorized only as a supportive service anc-
Maintenanece shall never be the only service an individual is receiving at a
given time.

No maintenance shall be authorized in to elientindividuals in Referral, Wait
List, or Services Interrupted status.

In all cases where maintenance is to be paid by GVRA, comparable
benefits or other sources of maintenance shall be utilized first.



472.1.06 The amount of maintenance shall be based upon the out-of-ordinary or

extra costs brought upon the applicant or elientindividual as a result of the
provision of other primary vocational rehabilitation services.

472.1.07 There are two types of maintenance:

472.1.08 Maintenance shall be paid as follows:




E Meal s may be authorized at a cost nol




474.0.00 NURSE/; AIDE/;: SITTER
Effective Date: October 1, 1999

Revised Date:

474.1.00 POLICY:

474.1.01 GVRA may authorize a private duty nurse, aide or sitter for a qualified
individual recovering from surgery.

474.1.02 GVRA shall not authorize a member of the individual's family to provide
any service covered by this policy.

474.1.03 A written recommendation from the attending physician shall be placed in
the case file prior to authorizing the service.

474-1-05474.1.04 The provider shall maintain a record of the provision of the

service. The record must be signed and dated by the provider and the
individual receiving the service. The record shall include:

A. Individual's name;
B. Provider's name and address;
C. Date(s), time(s) and type(s) of service; and
D. Rate per hour and total fee.
4741.06474.1.05 This service should be restricted to two weeks or less. If more

time is anticipated, then convalescent care should be considered.-Referte
460.0.00




476.0.00

476.1.00

476.1.01

476.1.02

476.1.03

476.1.04

ORIENTATION, MOBILITY, READER, REHABILITATION
TEACHING/VISION REHABILITATION THERAPY SERVICES
Effective Date: October 1, 1999

Revised Date: January 16, 2018

POLICY:

GVRA may authorize or provide orientation, mobility, reader, and
rehabilitation teaching/vision rehabilitation therapy services for an
chentindividual to assist the individual in attainment of the employment
goal.

The need for orientation and mobility services, reader services, or
rehabilitation teaching/vision rehabilitation therapy services must relate to
the disabilityfies) of the elientindividual.

GVRA shall not authorize orientation and mobility instruction, reader or
rehabilitation teaching/vision rehabilitation therapy services when:

A. The individual is receiving service from another authority that is
legally responsible to provide a reader or rehabilitation
teaching/vision rehabilitation therapy services in connection with its
activity or service delivery (When-otherauthorities-orinstitutions-are

ina thei ibilities_s! I hall | iated):

B.A member of the individuaf{seées f ami
e . od o ori . I

C. Comparable benefits are available to provide the needed service(s).

o .y il .

y



446-1-05476.1.04 Reader

A. A maximum of two hours reader service per week per
quarter/semester hour scheduled may be authorized.—Example—»~An

pathad oo e bpee e co s ce peee o ten e e B e 2
hirty (30) I . K

3 —Avratelessthanthose-above negotiated-by the counselor
bbb reade

&-B. The individual receiving the service shall maintain a record
of the reading time they have been provided. The record must be
signed and dated by the reader and the individual, and returned to
the counselor. The record shall include:

1. Individual's name;

2. Reader's name and address;

3. Date service started and ended;
4. Subjects read,;

5. Date and number of hours for each subject; and

6. Rate per hour and total fee.



B-C. The individual receiving the service should select the reader
when possible.




478.0.00 PERMIT AND/OR OCCUPATIONAL LICENSE
Effective Date: October 1, 1999
Revised Date:

478.1.00 POLICY:
478.1.01 GVRA may authorize an occupational license and/or permit necessary for

an ehentindividual to enter employment in an agreed upon employment
goal.

478-103478.1.02

NOTE: GVRA shall not authorize payment for a permit or occupational license that
has been revoked because of illegal activity. (Examples: DUI and suspension of
driverds |l icense; l'l'l egal drug activity and

478.1.62478.1.03 GVRA shall not authorize the payment of union dues,
membership fees or bonding.

478.1.04 GVRA shall be restricted to authorizing only the initial permit/license and
will not continually pay for remit and license renewals.

448103



480.0.00

480.1.00

480.1.01

480.1.02

480.1.03

480.1.04

PERSONAL CARE ATTENDANT SERVICES
Effective Date: October 1, 2001,
Revised: November 1, 2017

POLICY:

GVRA may authorize or provide personal care attendant services for an
individual with a significant physical disability to assist in the attainment of
their employment goal. The counselor shall provide a rationale in the case
notes which justifies the need for assistance.

Personal care attendant service will only be considered for an individual if:

A. Aa Georgia Waiver has not been made available to the individual,

B. Tthe elientindividual is receiving services/training out of state
because the service or training is not available in state; or

C. Tthe number of hours needed to participate in a primary vocational
rehabilitationVR services, as determined by the Assistive Work
Technology-Unit Occupational Therapist, exceeds the number of

waiver hours funded LnJehlsrmstaneeA#R—ma%&pp%eveﬂaeldmenal

Personal care attendant services by GVRA shall be:
A. Provided by a fully licensed home health care agency;-er

B. Provided by an individual chosen and hired by the elientindividual
who has at least a CNA certification; or

C. Provided by a Home companion/aid.

GVRA may authorize or provide personal assistance services only as a
supportive service that enables the individual with-a-significantphysical
disability-to participate in a primary vocational rehabilitation service that is
away from their customary source of personal assistance. Only those
additional costs incurred by an individual as a direct result of participation
in their vocational rehabilitation program shall be authorized.



480-1-04480.1.05

NOTE--Sueh-personal assistance services, as necessary, may be
provided on weekends and holidays for the individual with-a-significant
physical-disability to enable themhim/her to continue participating in a
primary vocational rehabilitation service which occurs regularly during

weekdays. Pe#sen&Las&staneeuse#wees—shaJH%eLb&p#ewded—fe#peneds
onL . el training.

486-1.65480.1.06 Before initiating Personal Care Attendant Services, the
counselor shall consult with the elentindividual, the ehentindividualé s
medical provider, and the AWT occupational therapist (OT) to determine
the type of assistance and level of care required. The number of personal
care attendant hours required by each individual shall be determined by
AWT OT assessment. This assessment shall include identification of
assistive work strategies and devices that may assist the individual.
Mediealpocornmonlonne cndl e S mecee e men ol Be

480.-1.66480.1.07 Care conferences {referto-glossary} may be conducted during

the provision of personal assistance services in order to review
ehientindividual needs.

Programbs—established fees—through cons

486-1.69480.1.08 GVRA shall not authorize more than eight (8) hours of Personal
Care Attendant during any twenty-four (24) hour period unless:




A. The individual to receive the primary service is living away from
home;

B. A primary vocational rehabilitation¥R service requires the individual
with a significant physical disability to be away from home
overnight; or

C. A health problem exists which requires other services.

480.1.10 A family member (any relative by blood or marriage or any person living in
the same household with whom the individual has a close interpersonal
relationship) shall not be paid for personal assistance services. They may
be compensated for travel and subsistence if traveling with an individual
with-a-sighificant physical-disability-for the purpose of providing personal
assistance services so that the individual may receive a primary vocational
rehabilitation service.

480.1.11 Travel and subsistence for the personal assistant while traveling with the

chentindividual in support of the primary service shall be paid up to the rate
of reimbursement for state employees.

480.1.12 Fossonal oo o cnen e b o e ol cpnndle oo ppeqe il sonnen L

480-113480.1.12 The provider shall maintain a record of the provision of the
service. The record shall be signed and dated by the provider and
individual receiving the service. The record shall include the following:

A. Individual's name;

B. Provider's name and address;

C. Date(s), time(s) and type(s) of service; and
D. Rate per hour and total fee.

480-1.14480.1.13 When one personal assistant is providing services to two (2) or
more individuals with-significant-physical-disabilities at the same time and




location, GVRA shall not authorize nor pay double the single hourly rate
and travel for the service, but may authorize and pay a negotiated
prorated fee for the service.




482.0.00

482.1.00

482.1.01

482.1.02

482.1.03

482.1.04

482.1.05

RECOVERY RESIDENCE
Effective Date: October 1, 1999
Revised Date:

POLICY:

GVRA may authorize placement in a recovery residence for a qualified
individual recovering from alcohol or drug dependency.

Placement in a recovery residence may be authorized only for an
ehentindividual who is receiving treatment as a primary rehabilitation

service.

An authorization for placement in a recovery residence shall be made only
to a GVRA Pregram approved provider..—Providerstandards-are-available
: I ” : " .

An authorization for placement in a recovery residence shall not exceed:

A. Thirty days at a time; and

B. TheProgram'sG \VV R Aschedule of fees.

The counselor may authorize placement in a recovery residence for up to
three months. Additional months may be authorized with supervisor
approval not to exceed a combined total of six months.




484.0.00

484.1.00

484.1.01

484.1.02

484.1.03

484.1.04

484.1.05

484.1.06

RELOCATION
Effective Date: October 1, 2001
Revised Date:

POLICY:

GVRA may authorize the physical movement of an elientindividual's
personal goods from one location to another if suitable work has been
obtained or promised in writing by an employer.

To qualify for relocation, the place of employment must be a distance
greater than fifty (50) miles from the elientindividual's residence.

GVRA may authorize only one (1) relocation for an ehentindividual.

GVRA may authorize the initial one (1) time cost of a security deposit
and/or charges for the initiation of utilities that are required for an
individual to relocate for a job placement. G VRA may not authorize the
further payment of utility bills. Referto-461.0-00

An elientindividual who is being relocated at GVRA expense may be
authorized assistance with one (1) month rent at their new location if it is
deecumented-as-necessary. The amount authorized may not exceed the
actual rent or the GVRA fee for maintenance.

oy lor shall verif Ld i 1l he details of

484-1.07484.1.06 If the moving company cost will exceed $1,000, the counselor

must secure three (3) bids from reputable moving companies and utilize the
company that submits the lowest bid.



486.0.00

486.1.00

486.1.01

486.1.02

486.1.03

RESIDENCE MODIFICATION
Effective Date: October 1, 1999
Revised Date:

POLICY:
GVRA may authorize the modification of the residence of an
chentindividual who has a severe physical disability {ies} enly if such

modification is essential forthei n d i v iatthinnaeht 6fsheir employment
goal.

Only the following structural modifications may be authorized:
A. A maximum of two (2) exterior doors may be widened per dwelling;
however, in keeping with fire code restrictions, the primary egress

cannot be made through a garage;

B. The addition of a ramp and landing pad, if necessary to give access,
to anthe exterior door;

C. The widening of one interior bathroom door;

D. Grab bars at the toilet and bath-tubbathtub/shower if the individual
has use of their arms;

E. The widening of one interior bedroom door;

F. The widening of one kitchen door;
G. Environmental controls, as appropriate; and/or

H. Other essential modifications as required to participate in their
Individualized Plan for Employment (IPE).

For a residence not owned by the elientindividual, the GVRAPregram must
have prior written permission of the property owner that specifies the

modification being authorized. Fhis-writtenpermission-shallbeplacedin
the-casedile:




486.1.04 The ehentindividual must give their written consent to the recommended

modification(s) before it is begun.—Fhe-consent-documentshal-beplaced

486.1.05

486-1.66486.1.05 Any structural modification(s) to a residence shall be
recommended and submitted in writing by anthe AWT rehabilitation
engineer to the counselor for approval.—Fhis-writtenrecommendation-must
be included. int e

486-1.67486.1.06 Should the cost of a residence modification exceed $2,500, the
counselor shall engage anthe AWT rehabilitation engineer in securing a
minimum of two (2) written bids. The counselor shall assist AWT in the
review of qualified bids and in the selection of an appropriate bidder.
ClientIndividual informed choice shall be utilized as appropriate. The
lowest qualifying bid should be accepted.

NOTE: The AWT rehabilitation engineer shall determine bidder
gualifications.

486-1-08486.1.07 Prior to any GVRA sponsored residential modification, the
ehentindividuald s / h o me oesigerce rdust meet local building codes

and be stable structurally stable-(as-determined-by-the AWT-enginreeror
appropriate-contracter). It is the elientindividuald s / homeowner 0s

responsibility to meet these standards prior to or during the GVRA
modification.

486-1.69486.1.08 Subsequent residential modifications may be considered upon
review of recent work history, work expectancy, and changes in the nature
of the disability (i.e. exacerbation of existing disability).-Reasenable-and

. heicschall e inall _




488.0.00 AGRICULTURAL JOB RETENTION
Effective Date:

488.1.00 POLICY:

488.1.01 GVRA may authorize services for an individual to retain employment as
the owner/operator of an existing agricultural farm business.

488.1.02 Agricultural job retention services apply to an individual who operates an
existing farm business wholly owned by the participant at the time of
application. Agricultural job retention services shall be consistent with the
i_ndi v isteengthd, r@sources, priorities, concerns, abilities, capabilities
and interests.

488.1.03 GVRA may authorize agricultural job retention services to assist an
individual with an existing agricultural business in addressing work site
behaviors, and/or worksite accommodations.

488.1.04 An agricultural business approved for retention support by GVRA must be
an existing viable business, wholly owned by the individual, expected to
make a profit, be the participantds pri
contribute significantly to the household income.

488.1.05 GVRA shall utilize an assessment process to assist in determining if the
existing agricultural business is viable employment, that job retention is
necessary, and the individual s needs,
proposed services. This process shall include:

A._An Agricultural Viability Worksheet: The individual shall provide
documentation and a detailed description of the existing agricultural
business, documenting the daily activities, products offered,
consumer purchases, proof of substantial household income, and
disability-related limitations to agricultural production.

B._Staffing the agricultural case with the Agricultural Review Team to
review results and make a determination.

488.1.06 A case shall not to be considered an Agricultural Job Retention case
when any of the following exist:







